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ABSTRACT 

Designed for use by full-time faculty at Illinois 
Valley Coxmnunity College (IVCC) , this handbook provides information 
regarding responsibilities, procedures, and available services. The 
first section provides a calendar of campus events for 1993-95, a 
hierarchical chart of instructional administration, and information 
on the responsibilities of full-time instructors at IVCC. This 
section also presents a chart of IVCC's eXt^ectations of faculty with 
respect to attendance and participation in campus activities, a list 
of r-^-rponsibilities of full-time counselors, and information on 
tenure. In addition, this section offers practical suggestions for 
scheduling classes, a description of a separate handbook on minimum 
teacher qualifications, and procedures for obtaining competency 
status for a course. The second section describes campus support 
services, facilities, and use policies, as well as guidelines 
regarding professional travel, leaves of absence, student 
admissions/class attendance, and inclement weather policies. This 
section also presents information on working with learning disabled 
students and procedures for obtaining course approval. The third 
section discusses the idea of ^'quality instruction,*' the teachers' 
union, and affirmative action programs at IVCC. The final section 
consists of 10 appendixes, including official IVCC forms, sample 
student course outlines, and a description of non-tenured evaluation 
procedures. (MAB) 
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IVCC CALENDAR 1993-1995 



FAX.L SQ1ESTER X993 

August 16 In-S«rvlc«/F«cnilty 

August 17 Faculty Pall Confamnca 

Auguat 18 ClaaaM Bagin 

August 24 Lata Rag. Bnda/Day Claaaaa 

August 31 Lata Hag. Enda/Kvaning Claaaaa 

Auguat 31 Laat Day FartisI Rafund 

Saptaobar 6 Labor Day (Collaga Cloaad) 

October 13 Mld-Tar» 

Octobaf 14-15 Mid-SaMatar Brsak 

October 18 Sacond llght-Wa«>c Dagina 

Novaobar 9 Laat Day AutcHMtic Withdraws 1/Paaaing 

Novsobar 11 Vatarsna* Day (Collaga Closad) 

NovsaOMr 24 (Noon), 25, 26 Thanksgiving Vacation 

(Collaga Cloaad) 

NoVM&bar 29 Claaaaa RaauM 

Dacsobar 8 Lsst Osts for Studsnt Vithdrswsl 

DacMbar 14, 15, 16, 17 3s« s ata r Exsm 

Dacflftbar 20 Finsl Oradaa Dua (Koon) 

DacMbar 20 Ssaaatar Enda 

DacMbar 21- January 4 Faculty Vacstlon 

DacssUDar 18-Jsnusxy 5 Studant Vscstion 

DacHbar 24, 27, 28, 29, 30, 31 ...... - Coll'^a Closad 

SPRINa SSMSSTZR 1994 

January 3 Staff Rstum 

January 5 In-5arvica/Facttlty 

January 6 Claaaaa Bagln 

January 12 Lata Rag. Bods/Day Claaaaa 

January 19 Lata Rag. Bnda/Bvaolng Claaaaa 

January 19 ^ Last Dsta Partial Raftznd 

Fabruary 11 Llncoln'a Birthday (Collaga Closwl) 

MMTcb 4 Mld-Tam 

March 7 Sacond Bight-Vaak/Claasaa Bagln 

Kjurch 11 Faculty Viaitatlon Day 

Hstrch 14-18 Spring Vacation/Faculty and Studanta 

HATch 21 Clasaaa Raau»a 

April 1 . . .• Ckjod Friday (Collaga Cloaad) 

April 4 Laat Day Autoaatic Withdrawal/ Pasaing 

April 29 Last Dsta for Studant Withdrawal 

May 5, 6, 9, 10 s#^tar Kxaaa 

May 11 Final Grsdas Dua (Voott) 

May 13 Swsaatar Bnda 

May 13 CoiiBancwMOt 

PRS-SUHHER 1994 

May 16 Laat Day for Ragiatration 

May 16 Saaaioo Bagins 

May 18 Last Day for Partial Rafund 

May 30 Malarial Day (Collago Closad) 

juna 7 Saasioft Bads 

juna 9 Final arsdas Doa 2:00 p.«» 

FGUR-WBXIC S19MZR 1994 

juna 8 t TulUon Dua 

Juna 13 Saasioo Bagins 

juna 14 Lats Ragistration Inda 

Juna 16 Last Day for Partial Rafund 

Juna 27 Laat Day Automatic Withdrawal/Paaalng 

Juna 29 Last Dsy for Studant Withdrswal 

July 4 Indspandanca Day (Colloga Closad) 

July 7 Saaaioo Bnda 

July 11 Final Oradaa Dua 4; 00 p-«- 

EIOar-WEBX SUMMER 1994 

June 8 Tuition Dua 

Juna 13 Saaaioo Bagina 

Juna 15 Ragiatration Bnda 

Juna 20 Last Day for Partial Rafund 

July 4 Indspandanca Day (Collaga Cloaad) 

July 19 Last Dsy Autoauitic Withdrswal/Paaaing 

July 28 Laat Day for Studant Withdrawal 

August 4 saaaioo Bnda 

Auguat 8 Final (Oradaa Dua Noon 
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FALL SEMESTER 1994 

Auguat 15 In-Sarvlc a/ Faculty 

August 16 FsciUty Fsll Contsranca 

Auguat 17 Claaaaa Bagln 

Auguat 23 Lata Rag. Bnda/Day Clasaaa 

Auguat 30 Lata Rag. Enda/Xvaning Claasaa 

Auguat 30 T.aat Data for Partial Rafund 

Soptaabar 5 Labor Day (Collaga Cloaad) 

Octobar 12 Mid-Tara 

Octobar 13-14 . . . Mid-Sasaatar BraaX/Faculty and Studanta 

Octobar 17 Sacond Bight -Waaka Bagina 

NovMbar 0 Laat Day Autoaatic Withdrawal/Paaalng 

{fovaabar 11 Vatarana* Day (Collaga Cloaad) 

NovMbar 23 (Nooo), 24, 25 Thanksgiving Vscstion 

(Collaga Closad) 

NovsMbar 28 Claaaaa Raauna 

DacaaOMr 7 Laat Data for Studant withdrawal 

Docsnbar 13-16 Siastar Exaoa 

OacMbvr 19 Final Grsdas Dua Noon 

DacMbar 19 Saaaatar Enda 

Dacaaibar 20 - January 3, 1995 Faculty Vacation 

Daccabar 19 - January 4, 1995 Studant Vacation 

Dacaabar 23, 26, 27, 28, 29, 30 (Collaga Cloaad) 

SFRIMO S1KB3TBR 1995 

January 2 staff Return 

January 4 In-8arvica/Faculty 

January 5 Claaaaa Bagln 

January 11 Lata Rag. Bnds/Dsy Classas 

January 18 Lata Rag. Bnds/Svaoing Claaaaa 

January 19 JMt Data for Partial Rafund 

Fabruary 13 Lincoln* a Birthday (Collaga Closad) 

March 3 Hid-Tarm 

March 6 Sacood Bight-Waa)c Bagins 

March 10 Faculty Visitation Day 

March 13*17 ....... spring Vacstion/Fsculty and Students 

March 20 Clasaaa Raauaa 

March 31 Laat Day AutoMtic Withdrawal/Paaalng 

April 14 Good Friday (Collaga Closad) 

April 27 . o Laat Data for Studant Withdrawal 

May 4, 5, 8, 9 Sanaatter Bxajaa 

May 10 Final Oradaa Dua Noon 

May 12 Saaaatar Biivla 

May 12 CoaaancaMnt 

PRB-StJ»»R 1995 

May 15 Laat Day for Ragiatration 

May 15 Saaaico Bagina 

May 17 Laat Day for Partial Rafund 

May 29 Manorial Day (Collaga Cloaad) 

jona 6 Saaaion Ends 

jtaia 8 Final Orsdas Dua 2:00 p.m. 

FOUR-WKBX SUMA 1995 

jona 7 TulUon Dua 

Juna 12 saaaioo Bagina 

Juna 13 Ragiatration Enda 

Juna 15 L^x, Day for Partial Rafund 

Juna 28 Laat Day Autoaatic Withdrawal/Paaalng 

July 3-4 indapandanca Day Braak 

Ko Claaaaa for Faculty and Studanta 

5 Laat Day for Studant Withdrawal 

July 11 Saaaion Bnda 

jnly 13 Final Gradaa Dua 4:00 p. a. 

BI6SC-WBBK SUmOt 1995 

Juna 7 Tuition Dua 

Juna 12 saaaioo Bagina 

Juna 14 I**^* Ragiatration Bnda 

jua, 19 Laat Day for Partial Rafund 

July 3-4 Indapandanca Day BraaX 

No Claaaaa for Studanta and Faculty 

July 18 Laat Day Autoaatic Withdrawal/Paaalng 

July 25 Laat Day for Studant Withdrawal 

Auguat 8 Saaaion Ends 

Auguat 10 Final Oradaa Dua Hoon 
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telephone; 8J5-224-2720 



TQM" AT IVCC IS IN QUALITY TEACHING 



Our Faculty: Number One Quality Control 

It is both an honor and privilege to be a faculty member at 
Illinois Valley Community College. The college and community 
both recognize the outstanding contributions and quality in teaching 
when student success is reviewed each year. 

While many colleges have jumped on the bandwagon of 
trying to define "Total Quality Management (TQM)" in their 
institutions, this college has consistently looked at quality in 
teaching as the "engine" in it's management system. Evaluation of 
faculty and recognition of outstanding teachers provides strong 
support for the instructional system. 




Hans Andrews 
Dean of Instruction 



TABLE OF CONTENTS 



Calendar Inside Front Cover 

The College Campus 1 

Instructional Administration Chart 2 

Teaching Responsibilities of the Full-time Instructor 3 

AAS Degree and Certificate Program Faculty Expectations 4 

Responsibilities of the Full-time Counselor 7 

The Community College Tenure Law of 1980 9 

Terminology: Qualified, Competent, Competencies 12 

Scheduling Faculty Classes 15 

The First Class - A Most Important Impression 17 

The Minimum Qualifications Handbook 18 

Procedure for Obtaining Competency Status for a Course 19 



Caittpwi Supi>orl Servto* F^ilitj0s> and 

20 Textbook 27 




20 
24 

Bay Care 14 

■■ " "':2s 



Faculty '(ttjel Staff Farlani 

28.. 



30. 

':32 



Atteate3« FitHce(laf«s; Itistiiic^^ 



•34- 



''"AS- 



Working with Learning Distd^MStiidfS^ 



*xS: 



•X ic«>a-kc« *»ic«.>>i K^-M-K^: 



»4 4.4 ^4 \.^4 ♦¥ ♦¥ r*'**-rit»^*^-4i^ 



36 
.41 



Defining Quality Instruction 44 

American Federation of Teachers - Local 1810 53 

Affirmative Action Program 53 



i 



ERIC 



71. 

{♦^ri rVV^y^ ♦xrri:»r# *iir* ♦w* ♦xr* ♦»+.♦ •wx** ♦x* ♦♦x* ♦♦x* ♦♦x** ♦x* W «-x*««x* ♦♦x* ♦ «-x« * ♦x* • 




96 



Teleph ;ne Directory (Key Telephone Number To Use) Back Cover 



n 



6 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 



THE COLLEGE CAMPUS . . . 



. . . begins in Oglesby, Illinois, on over 400 
acres of farmland and wooded area overlooking 
the Illinois River on its northern bluff. It also 
includes a number of high schools and a state 
prison where extension courses are offered on a 
regular basis: 

Ottawa Township High School 
Marquette High School 
Seneca High School 
Mendota High School 
Princeton High School 

St. Bede Academy 
Streator High School 
Serena High School 
LaMoille High School 

Hail High School 
Earh ille high School 
Woodland High School 
LaSalle-Peru Vocational Center 
Sheridan Correctional Center 

Faculty are assigned to teach at these centers 
as part of their regular teaching load as well as for 
overload options. 
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INSTRUCTIONAL ADMINISTRATION CHART 



BOARD OF TRUSTEES 



PRESIDENT: DR. ALFRED WISGOSKI 



DEAN OF INSTRUCTION: 
DR. HANS A. ANDREWS 



DIVISION CHAIRPERSONS 



ASSOCIATE DEAN OF 
;.mS1!Ry CTION - CAREER ED. 
miOHNALLBN 



AUDIOVISUAL 
AND 

LIBRARY SERVICES 



MR LOU BORIO 

LIFE AND PHYSICAL SCIENCE 



MR. SAMUEL ROGAL 
HUMANITIES AND FINE ARTS 



DR. JOHN ERWIN 
SOCIAL SCIENCE AND 
PUBLIC SERVICE 



MS. LINDA KNIGHT 
BUSINESS AND ENGINEERING 



MS. CAROLE ..A AS 
DIRECTOR OF NURSING 
LEARNING RESOURCES 



MR. GLEN WOJCIK 
COORDINATOR. SHERIDAN 
CORRECTIONAL CENTER 



MR. ED ANDERSON 
DIRECTOR OF 



MS. EVELYN MOYLE 
HEAD LIBRARIAN 



MS. CAROL BIRD 
LIBRARIAN 
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TEACHING RESPONSIBILITIES OF 
THE FULL-TIME INSTRUCTOR 



CONTRAC n iJAI. TFACHINf; !.()An 

Faculty teach a total of 30 equated semester hours during the two 
semesters of the academic year. In addition, faculty are required to post 10 
office hours a week to assist students. Lecture classes are equated at 1 semester 
hour while laboratory hours are equated at .75. 

OVERLOAD 

In a number of teaching disciplines there are sufficient courses offered 
to allow faculty to teach an overload course for extra pay each semester. This 
is not possible in all disciplines. 



;vCAUTK)N: New faculty are not normally encouraged to teach an 
/overload class during their first year or two. Emphasis during these years 
shodid. be placed on improving teaching techniques^ learning outcomes, 
testing and giading skills^ and learning how to balance the course 
requirements in order to complete the syllabus for courses being taught. 



SI IMMKR SCHOOL 

The college runs a pre-summer and 4- and 8-week summer sessions. 
This adds additional opportunities for teachers in a number of disciplines to 
earn some additional income. Not all subjects can be taught in summer school 
so this opportunity is not available for all faculty Faculty interested in summer 
teaching must file a written form of interest by late February of each year. 



FACULTY CONTRACT: The pay and benefits for the above teaching 
opportunities are outlined in the most current faculty contract. 



ERLC 
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A.A.S. DEGREE AND CERTIFICATE PROGRAM 
FACULTY EXPECTATIONS 



Faculty involved in teaching Associate in Applied Science (A.A.S.) and certificate 
programs are involved with the college and students in a variety of ways that differ from 
transfer degree faculty: 



ACTIVE 
RECRUITMENT 
OF 
STUDENTS 
OFF-CAMPUS 
AND WITH 
VISITS TO 
CAMPUS 



ASSIST IN 
FOLLOW-UP 

VISITS OF 
GRADUATES 



ADVISE 
STUDENTS ON 
TRANSFER 
OPPORTUNITIES 
AT SENIOR 
UNIVERSITIES 



PROVIDE 
SPEAKERS 
AND FIELD 
TRIPS TO 
EMPHASIZE 
CAREER 
OPPORTUNITIES 



ADVISORY 
COMMITTEE 
MEETINGS 
(MINIMUM 
OF TWICE 
A YEAR) 



ASSIST IN 
PLACEMENT 

OF 
STUDENTS 
IN 

INTERNSHIPS 



KEEPING 
CURRICULUM 
UP-TO-DATE 



ASSIST IN 
ACCREDITA- 
TION 
VISITS WHEN 
APPROPRIATE 



KEEPING 
UP-TO-DATE 
IN 

TECHNOLOGY 

IN ONE'S 
CAREER FIELD 



ASSIST 

IN JOB 
PLACEMENT 

AFTER 
GRADUATION 



ASSIST IN 
BUDGETING 
AND 
PROCUREMENT 
OF NEEDED 

CAPITAL 
EQUIPMENT 



SERVING ON 

CAMPUS 
COMMin^EES 



CAREER 
RELATED 
STUDENT 
CLUB 
ORGANIZATION 



ASSIST IN 
INFORMING 
STUDENTS ON 
IMPORTANCE 
OF DEGREE 
OR 

CERTIFICATE 
COMPLETION 



KEEPING 
LABORATORIES 
CLEAN AND 
SAFE 



EMPHASIZE 
SAFETY WITH 
STUDENTS 



ASSISTING 

WITH 
PART-TIME 
FACULTY 
IN 

PROGRAM 
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OTHER EXPECTATIONS 



FACULTY ARE EXPECTED TO BE FULLY INVOLVED IN THE 
COLLEGE AND DIVISIONAL ACTIVITIES IN MOST OF THE 
FOLLOWING WAYS: 

1 . Attendance and participation in all divisional meetings (unless excused 
by division chairperson) — usually monthly. 

2. Curriculum and course updates and revisions. 

3. Attendance and participation in "all-faculty" in-service activities. Most 
are held at the beginning of each academic semester. Occasional 
meetings are called during the semester when a topic of interest for all 
full-time faculty evolves. 

4. Attendance at local and state or regional professional mee .ngs. 

5. College committees: The college has used a democratic approach for 
most of the committees. In some committees specific faculty may be 
appointed due to their special discipline or training. 

6. Public performances and displays in such areas as music, speech, theatre, 
art, etc; such performances and displays provide the competitiveness, 
public performances and appreciation necessary to prepare students to 
compete at the senior college level. 

7. Co-curriculai- activities in such areas as athletics, clubs, and field trips. 

8. Attendance at articulation meetings and visits with former students at 
four-year colleges and universities. 

9. Attendance at career fairs and college nights to explain and promote 
programs. 

10. Attendance at commencement (this date is a contractual work day). 

1 1 . Dissemination of information: (a) recruitment of area students through 
high school visitations and, (b) inviting potential students to the campus. 
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12. Professional development activities that are designed to improve 
competence and qualifications in teaching methodologies. Faculty are 
expected to keep up-to-date in their fields of teaching expertise. 



B/ptovicte *8»ide»lc<mr«e,oiMtos'!^tk0beg«mj»^ of each semester 
' tm^$^md hsii^pwQxk miipmmts* ^) «Qt|rse eitpectates, io) 



IMPROVING QUALIFICATIONS (AND FUTURE PAY ) 

Faculty are encouraged to improve their qualifications by taking 
coursework at nearby universities. Northern Illinois University (North), 
Illinois State University (South), Governor's State University (East) and 
Western Illinois University (now with courses in the Quad Cities - West) are 
all within 1 to 1 .5 hours from the campus. The University of Illinois - Urbana 
also offers some coursework in the Peoria area . . . and some courses are brought 
to the IVCC campus from NIU and ISU. 



rec^jjvie ^p<mk^ et<^., aye o«tHsdt6<l in the faculty contraet • 



RESPONSIBILITIES OF THE 
FULL-TIME COUNSELOR 




The job of a community college counselor is very different from that of 
faculty members. Clients must be served on days and at hours that faculty 
would not normally be on a regular contract duty. 



Much of the work of the counselors musi be accomplished prior to the 
dates fall, spring, and summer semester instructional activities begin. Tne 
effectiveness of instruction is enhanced considerably through testing for 
course placement, articulation, and counseling prior to the start of a semester 
or summer session. By ihe very nature of counselor's work, it is loosely tied 
to the faculty work schedule, i.e. fall and spring semester. It is important to both 
students and faculty in improving instructional outcomes that much of the 
academic counseling and course placement activity must be accomplished 
during the summer months. 

Th<?re is no stronger job res^^ 
give to acommunity college^ 

students into classes that fit their acfadetnic background%^by^^ 
career goals. 

Counselors, therefore, shall be assigned to work those days that best fit 
the terms of academic advising and other job duties as assigned by the Dean 
of Student Development. 



OTHER ROLFS OF COIJNSKLORS 



Student outcomes and success are enhanced in several other ways 
through efforts of the counselors: 

(1) Attendant at articulation meetings with universities; provide the 
lead articulation; 

(2) Meetings with former students at universities and colleges where 
these students have transferred; 

(3) Inviting faculty to attend these same meetings in 1 and 2 above; 

(4) Calling univei-sities on behalf of students to clarify and/or cut red 
tape' and assist individual students in their transfer process; 

(5) Provide career decision making assistance through counseling and 
interest testing; 

(6) Provide counseling to off-campus and Sheridan Correctional 
Center students; 

(7) Provide information to potential students at career days, visit with 
high school and junior high school students both on and off 
campus; 

(8) Provide a Transfer Handbook to assist students in an orderly 
transfer to other colleges and universities; 

(9) Attend divisional faculty meetings as a liaison person from 
counseling; 

( 10) Assist on the curriculum committee when appointed or elected; 

(11) Work on other college committees when elected. 
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THE COMMUNITY COLLEGE 
TENURE LAW OF 1980 




The Illinois Community College Tenure Act went into effect on January 
1 , 1 980. I VCC had granted tenure to faculty members for many years prior to 
the state law coming into being. 

Tenure at IVCC is highly prized and awarded to those full-time faculty 
who have been evaluated as both qualified (via college transcripts, work 
experiences, or a combination) and competent (as determined by the college's 
evaluation of faculty system). 

All persons who achieve tenure at this college are expected to maintain 
a high level of competency in their work throughout their years at the college. 



Compefency is the basis^^^^^ and inaintaifling both tenure and 

the teaching positions IVGG;; U must be maintaiaed. 
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COMMUNITY COLLEGE FACULTY TENURE 



THE 
LAW 

JANUARY, 1981 



PUBLIC 
ACT 

8M100 



SENATE 
BILL 

147 



DEFINITIONS 



TENURE 



DISMISSAL 
(NON-TENLRED) 



An act 10 add Article IIIB lo Ihe "Public Community College Act", approved July 15, 1965, as amended. 

Be it enacted by the People of the State of Illinois, represented in the General Assembly: 

Section 1. Article FHB is added to the "Public Community College Act approved July 15, 1965, as 
amended, the added Article lo read as follows: 

ARTKXFIIIBTENCRE 

Sec.3B-I. [S.H.A.ch. 122, 1038-11 IMinitions 

As used in this Article, the following temis shall have the meanings heremafter stated: 
"District" means a Community College District. 
"Board" means a Board of a Community College Uisinct. 

"Faculty Member" means a full time employee of the Distnct regularly engaged In teaching or academic 
support services, but excluding supervisors, administrators and clencal employees. 

"School Year" means a regular academic year or its. equivalent excluding summer school. 
"Tenm" means a tenm within a school year. 

"Notice" means a written notice delivered in person ordeposited in the I'.S. mail by certified or registered 
mail, postage prepaid, addressed to the faculty members last known address. 



Sec.3B-2, (S.H.A.ch. 122, 103B-21 Tenure 

Any faculty member who has been employed in any district for a period of 3 consecutive school years 
shall enter upon tenure unless dismissed as hereinafter provided. However, a board may at its option extend 
such period for one additional school year by giving the faculty member notice not later than 60 days l">eforc 
the end of the school year or term during the school year or temi mimediately preceding the school year or 
tenm in which tenure would otherwise be conferred. Such notice must state the correaive actions which the 
faculty member should take to satisfactorily complete service requirements for tenure. The specific reasons 
fortheone-yearextension shall be confidential but shall be issued to the teacher upon request. The foregoing 
provision for a three-year period and optional one-year extension shall not be construed to interfere with or 
abrogate local board rulesorcontracts which now or hereaftermay provide foralesserperiod of service before 
entering upon tenure. A tenured faculty member shall have a vested contract right in continued employment 
as a faculty member subject to termination only upon occurrence of one or more of the folio win .: 

a. Just cause for dismissal: or 

b. A reduction in the number of faculty members employed by the board or a discontinuance of some 
particular type of teaching service or program. 



Sec. 3B-3. [S.H.A.ch. 122,1038-31 Dismissal of Non-tenure Faculty Member 

Every Board shall provide by rule or contract for a procedure to evaluate the performance and 
qualifications of non-tenure faculty members. If the implementation of such procedure results in a decision 
to dismissanon-tenu re faculty member for the ensuing school year or term, the Board shall give notice thereof 
to the faculty member not later than 60 days before the end of the school yearortemi. The specific reasons 
for the dismissal shall be confidential but shall be issued to the teacher upon request. If the Board falls to give 
such notice, within the time period, the faculty member shall be deemed reemployed for the ensuing school 
year. If the Board fails to give such notice within the time provided during the third year, or during the fourth 
year in the case of a one year extension, the faculty member shall enter upon tenure during the ensuing school 
year or term. 
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DISMISSAL 

(TENURED) 



REDUCTION 
IN STAFF 



REVIEW 
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Sec. 3B-4. (S.H.A.ch. 122. in?B-41 Dismissal of Tenured Faculty Member for Cause 

[fa dismissal of a tenured faculty member is sought for cause the l»ard must first approve a motion by 
a majonty voteof all its members. The sj^ecific charges fordismissal shall be confidential but shaJl be issued 
to the tenured faculty member upon request. The Board decision shall be final unless the tenured faculty 
member within ten days requests in writing of the Board that a hearing be scheduled, If the faculty member 
within lOdays requests in writing that a heanng be scheduled, the Board shall schedule such hearing on those 
charges before a disinterested hearing officer on a date no less than 45 days, nor more than 70 days after the 
adoption of the motion, The hearing officer shall be selected from a list of 5 qualified arbitrators provided by 
a nationally recognized arbitration orgmiization. Within \0 days after the teacher receives the notice of 
heanng, either the Board and the teacher mutually orthe teacheralone shall request tlie list of qualified heanng 
officers from the arbitration organization, Within 5 days from receipt of the list, the Board and the teach ^r, 
or their legal representatives, shall alternately strike one name from the list until one name remains. ITie 
teacher shall make the first strike. Notice of such charges shall be served upon the tenured faculty member 
at least 21 days before the hearing date. Such notice shall contain a bill of particulars. Tlie hearing shall bo 
public at the request of either the tenured faculty member or the Board, The tenured taculty member has the 
privilege of being present at the hearing with counsel and of cross-exan)'ning witnesses and may of fer 
evidence and witnesses and present defensesh> the charges. The hearing officeruptin request by either party 
may issue subpoenas requiring the attendance of witnesses and production of documents. All testimony at the 
hearing shall betaken under oath administered by the hearing officer. The hearing officer shall cause a rec(»rd 
of the proceedings to be kept and the Board shall employ a competent reporter to take stenographic or 
stenotype notes of all testimony. The costs of the reporters attendance and services at the hearing and all other 
costs of the hearing shall be bome equally b\' the Board and the tenured faculty member. Either party di»sinng 
atranscnptof the hearing shall pay for the cost thereof. If in the opinion of the Board the interests of the di urict 
require it the Board, after 20 days notice, may suspend the tenured faculty member pending the hearing, but 
ifacquiiJ-^d. the tenured faculty member shall not sufferthelossofany salar> by reason ofthesuspensi'jn. The 
hearing officer shall, with reasonable dispatch, make a decision as to whether or nqtthe tenured faculty 
member shall be dismissed and shall give a copy r.f the decision to both the tenured faculty me^-^iber and the 
Board, The decision of the heanng officer shall be final and binding. 



Sec, 3B-5, [S,H,A, ch, 122. I03B-5] Reduction in Number of Faculty Member 

If a dismissal of a faculty member for the ensuing school year results from the decision by the Board to 
decrease the number of faculty members employed by the Board or to discontinue some particular type of 
teaching service or program, notice shall be given the affeaed faculty member not later than 60 days before 
the end of the preceding schoolyear, together with a statement of honorable dismissal and the reason therefor, 
provided that the employment of no tenured faculty member may be temiinated under the provisions of this 
Section whileany probalionars" faculty member, orany other employee with less seninnty, is retained to render 
a service which the tenured employee is citmpct-^nt to render. In the event a tenured faculty member is not 
given notice within the time herein provided, he shall be deemed reempU>yed forthe ensuing school year. For 
the period of 24 months from the beginning of the school for which the faculty member was dismissed, any 
faculty member shall have the preferred right to reappointment to a position entailing services he is competent 
to render prior to the appointment of any new faculty member, provided that no non-tenure faculty member 
or other employee with less seniority shall be employed to render a service which a tenured faculty member 
is competent to render. 



Sec, 3B-6, [S,H,A, ch, 122, 103B-6] Review under the Administrative Review Act 

The provisions of the "Administrative Review Act." approved May 8, 1945,* and all amendments and 
modifications thereof and the rules adopted pursuant thereto, shall apply to and govern all proceedings 
instituted for the judicial review of final administrative decisions of a hearing officer under Section 3B-4 of 
this Article.^ The teim "administrative decision" is defined as in Section 1 of said "Administrative Review 
Act,"' 

•Chapter 110, 264 et seq, 
'Section 103B-4 of this chapter, 
^Chapter no. 264,, 

Veto overridden Nov, 1, 1979. 

Effective Jan, 1. 1980, 
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TERMINOLOGY 
QUALIFIED, COMPETENT, COMPETENCIES 



QUALIFIED - tlie term used to designate the minimum preparation level 
necessary for leaching or academic support em ploj'ees to be hired 
for a specific area of instruction or an academic support position 
at IVCC. 

COMPETENT - the term used to refer to teaching or academic support 
employee who has both the minimum preparation level and who 
has successfully undergone the tenure evaluation system at IVCC 
and/or has successfully prepared for and taught individual courses 
for IVCC. 

COMPETENCIES - the term used to spell out exact areas of competence of a 
faculty member or academic support employee at IVCC. 



ANSWERS TO QUESTIONS ASKED 
BY INSTRUCTORS RELATIVE 
TO THE COMMUNITY COLLEGE TENURE LAW 

1. HOW WILL INDIVIDUAL COMPETENCIES BE USED IN STAFF 
REDUCTIONS? 

The term competent will carry much more weight in the colleges posture to 
retain faculty in their present teaching or academic support jobs than the 
term qualified. The la v specifically uses theterm "competent to render" but 
leaves it up to the colleges to define. IVCC has defined competent as the 
term used to refer -fco a teaching or academic support employee who has 
both the minimum preparation level and who has successfully undergone 
the tenure evaluation system at IVCC and/or has Successfully prepared for 
and taught individual courses for IVCC. 

2. HOW DOES ONE MOVE FROM ^QUALIFIED TO COMPETENT? 

Persons who have been deemed qualified i3o teach courses in their own 
division can ask their chairman for tiie opportunity to ipach one or more of 
these courses. The instructors will then properly prepare for, teach, and be 
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evaluated in his/her efforts in the teaching of the course. The evaluation 
will consist of course outlines, review of instructor's progress through the 
course, articulation efforts by the instructor with cyther faculty/chairmen 
who have taught the course, and some classroom visitations by tlie 
administration. The process may be completed after one ortwo semesters 
of teaching the course. The instructor's individual competency sheet will be 
changed to add "new competencies" when the time arrives, 

CAN COMPETENCIES BE WITHDRAWN? 

Yes. If an instructor/academic support person disr^ards keeping up-to- 
date in a suoject/disciplinc area, and/or does not teach a coarse over a Hve- 
year period, and/or generally negleci:s keeping current in an area, 
competency very likely will be withorawn. An instructor will be given 
direction on how to regain such competency if he/she is willing to pursue 
gaining the competency back. 

DOES THIS MEAN AN INSTRUCTOR HAS TO TEACH EVERY 
COURSE ON HIS/HER COMPETE«>ICY LIST DURING A FIVE- 
YEAR PERIOD? 

No. An instructor teaching a higher level course in his/herfield will not be 
expected to teach the lower level course that provides the background 
necessary for the higher level course. It is recognized that instructors are 
up-to-date in the lower level course(s) if they arc able to successfully 
perform teaching the higher level offering. 

HOW DOES ONE MAINTAIN THE COMPETENCIES THAT ARE 
INITIALLY AGREED TO? 

Continued teaching of the subject is one way. Each course should betaught 
during an} five-year period with the exception mentioned in the answer for 
question #4 above. However, continued effort to obtain coui*sework, 
articulation efforts, advisory committee work, attend wor|<shops in the 
course(s), keep up-to-date through journals, etc., all add to the 
"maintenance of competencies/^ 

CAN FACULTY AND ACADEMIC SUPPORT PERSONNEL 
BECOME QUALIFIED BY TAKING COURSEWORK AND THEN 
MOVE TO BECOME COMPETENT? 

Yes. To the first part of the question-they can become qualified by the 
minimum qualifications that have been set up in the Board of Trustee's 
Qualifications Handbook. 

We have defined qualified as the term used to designate the minimum 
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preparation level necessary for teaching or academic support employees to 
be hired for a specific area of instruction or of an academic support position 
at IVCC. ^ 

No to the second part of the question. The following Board of Trustee 
policy covers this: 

The establishment v)f competencies outside of a person's present position will 
only affect such personnel in their academic year assignmeiits* overloads, 
and summer sessions at such time as staff rcduction(s) may affect their 
present status as a full-time employee. 

CAN WE HAVE LISTED IN OUR FOLDER ALL OF THE COURSES 
THAT WE HAVE DISCUSSED WITH OUR CHAIRMAN AS AREAS 
OF COMPETENCE EVEN IF WE DONT SIGN AN INDIVIDUAL 
COMPETENCY FORM? 

No. Any discussion *to date is viewed as only discussion. There will not be 
a unilateral listing of 'grandfathered" courses by the administration and 
Board of Trustees. The grandfathering process means a "mutual agreement" 
which waives the minimum requirements listed in the Board s Qualifications 
Handbook. This is a procedure specifically set up to benefit faculty who 
have been at the institution for a fairly long period and do not have the 
hours and/or experience that faculty and administrative staff have agreed 
to as necessary in the Qualifications Handbook. 




SCHEDULING FACULTY CLASSES 



The following are guidelines thi ' are used to assist the college and faculty 
to serve students taking classes on-campus, off-campus, Sheridan Correctional 
Center and both day and evening and Saturdays: 

L Provide Greatest Flexibility for Student Scheduling 

Classes should be scheduled normally from 8:00 a.m. to 9: 30 or 10:00 p.m. 
during the regular semesters. Students need a variety of hours available to 
properly register for full-time status or in order to become a part-time 
student while considering both work and family responsibilities. 

2. Multiple Sections - Offer During as Many Different Periods as Possible 

Classes are not to be scheduled heavily during 3-4 hours of the day. Spread 
out the courses that have multiple sections to make class selection options 
for students. 

3. Scheduling of an Instructor's Entire Assignment on Monday, 
Wednesday, and Friday, or l\iesday and Thursday will be avoided. 

Division Chairpersons are to work with a faculty assignments and office 
hours so that a reasonable distribution of hours occurs all five days of the 
week. 

4. Class assignments should not be concentrated in any given period of 
time but should extend throughout the typical college day. It is 
desirable to have instructors teach both mornings and afternoons and 
to space out office hours during the day to allow students from various 
classes to have access to the instructors during office hours. 

It is recognized that such scheduling may not be possible on every day. 

5. When evening classes are included in an instructor's regular assignment, 
seniority shall be honored; that is, the youngest qualified member of 
the staff should be given the first evening assignment, etc. Hov^^e ver, no 
regular staff member should be expected to teach two evening classes 
as a part of the regular assignment until all qualified members of the 
staff have an evening class as a part of their regular loads. 
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6. The number of equated hours that instructors are teaching should be 
identified for each semester. 

Division chairpersons will keep track of the hours taught by faculty 
within their division. A summary of such hours will be reviewed in 
January of each year to determine that each faculty member has met the 
required contractual hours as well as to determine who is to receive 
overload pay. 

7. Instructors should post at least two of their ten office hours required 
each of the five working days. 

Common sense needs to prevail when scheduling these hours. In most 
cases 7:30 a.m. is too early for students and 4:00 p.m. is too late to reach 
students. Some 30 minute time frames are allowable such as prior to an 
evening ciass. 

Updated 7/93 




THE FIRST CLASS - A MOST 
IMPORTANT IMPRESSION 



Faculty are asked to be prepared to 
teach a full first class, whether it be 50 
minutes or an evening 1 50 minute class. 
Students arrive from a 45-50 mile radius 
and need to learn about you, your course 
requirements, and enough course 
material to wet their appetite. An evening 
or Saturday class meets for an equivalent 
of one week per class meeting. It is most 
important that this first meeting is a well 
prepared presentation covering one 
sixteenth of the semester work and keeps 
the students for the full scheduled class 
time. 
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THE IVIINIIVIUIVI QUALIFICATIONS HANDBOOK 

AT I.V.C.C. 



• . . A LIVING DOCUMENT 




Illinois Valley Community College, complying with the Community 
Colleges - Faculty Tenure Law (Senate Bill 147) which went into effect on 
January 1, 1980, has developed a "Minimum Qualifications Handbook" to 
clarify its minimum requirements for full-time faculty and academic support 
positions at the College. 

The College administration, with a great deal of input from the full-time 
faculty, defined qualifications as they apply to the various disciplines, subjects, 
and academic support areas of the College* 

The Collegers Board of Trustees recognizes its legal responsibilities in 
the areas of hiring, granting of continuing employment, granting of tenure 
appointments, and the releasing of personnel under clauses and reasons 
outlined in the Senate Bill 147. In February of 1981 the Board of Trustees 
adopted the policies which are outlined in the Qualifications Handbook . These 
policies were shared with faculty and administrators in all divisions of the 
College for a 60-day period prior io their adoption by the Board of Trustees. 

The College recognizes the need to update and change the handbook as 
new courses, course changes, or program changes are presented. 
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PROCEDURE FOR OBTAINING COMPETENCY 
STATUS FOR A COURSE 



Full-time faculty members at Illinois Valley Community College who 
wish to obtain competency status for a course within their division that they are 
qualified for but have not previously taug ht may follow the following procedure: 

1 . Talk to the Division Chairperson and make the request in writing to be 
considered for teaching of a course within the division that the faculty 
member has been deemed qualified to teach. 

2. The Division Chairperson will make an effort to assign such a course if 
it is possible within the scheduling needs of students and the overall 
division members. 

3 . The faculty member(s) assigned to a new course preparation will properly 
prepare for the course and be administratively evaluated during the 
semester(s)/term(s) that the course is taught. 

4. A determination of competency will be made prior to the end of the 
semester(s) or term(s) in which the course is taught. A second or third 
semester or term may be detennined necessary for further evaluation 
before competency is granted. 

(Forms for qualifications and competencies are available in the division 
chairpersons' offices. Sample forms are provided in Appendix I). 



CO 



CAMPUS SUPPORT SERVICES, FACILITIES, 
AND CAMPUS POLICIES FOR FACULTY 



I. BOOKSTORE SERVICES 

The Bookstore has b»ecn expanding its supplies and services in an attempt to better 
serve the faculty and students. The booi<store is open from 8:00 a.m. to 7:00 p.m. 
(Monday through Thursday) and 8:00 a.m. to 4:00 p.m. (Friday). 

Instructors needing a desk copy of a text or any other material should obtain atoll- 
free number from the Bookstore or his/her division secretary in order to most rapidly 
receive the book. 

Permission for purchases must be obtained ^'om -the division chair. Faculty 
members may not take books forstudentsto extension ..enters without authorization from 
the Bookstore Manager. 

II. AUDIO-VISUAL SERVICES 

The Audio- Visual and Library staff provide assistance in gathering aides and 
materials to assist tlie faculty and staff. 

Audio Tape Duplication 

The Audio- Visual Center has equipment for high speed duplication of audio 
cassette tapes. 

Mounting and Laminatina 

These processes are used to preserve any material ihat is subjected to hard use or 
high exposure to students. Mounting helps prcrtect materials by placing a cardboard 
backing on them for rigidity and laminating places a plastic coating on materials. 

Classroom Equipment and Materials 

The Audio-Visual Center has commercially prepared audio-visual software 
including 16mm educational films, videotapes, 8mm single concept film loops, slides, 
transparencies, phonograph records and sound tape recordings. The library catalog 
contains a comr'ete listing of these materials. 

Individual monitors and video and audio playback units in the library allow 
students to view and listen to video and audio tapes as often as necessary for their 
individual purposes. 
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C'assroom equipment available for insiructional use: 

Multi-Media Preparation Room (New) 
Video Cassette Players 
1 6mm Film Projectors 
Audio Tape Recorders 
Record Playens 
Filmctrip Projectors 
Overhead Projectors 
Automatic Slide Proi-^ctDrs (Carousel ProjecxDrs) 
8mm Cartridge Projectors 
Opaque Projectors 
Filmstrip Previews 
Video Recording Equipment 

This equipment may be checiced out on a daily basis or be assigned to a teaching 
station permanently, depending upon the amount of use atthatstarlion. Call the A-V 
Center, ext. 463 to schedule materials. Hours of operation are 7:30 a.m. to 4:30 p.m. 
Materials for evening classes aredelivened before 4:00 p.m. 

Use of Equipment 

Community services programs offered on the Illinois Valley Community College 
campus by the college or other community agencies, which have approvalto use college 
facilities, may request the use of college equipment such as audio-visual projectors, 
screens, etc. However, effective utilization of college equipmerrt and economy make it 
necessary to limit the use of college equipment by community agencies to approved 
activities conducted on the campus. 

The facilities are designed to aid tlie instructors at Illinois Valley Community 
College. Please feel free to come in any time and familiarize yourself wrth any aspectof 
the center. 

III. LIBRARY SERVICES 
Hours 

Library hours are 7:30 a.m. to 9:30 p.m., Mondays through Thursdays and 7:30 
a.m. to 4:30 p.m. Fridays. The Library is open from 8:00 a.m. in 2:00 p.m. during 
vacations and breaks. Summer hours are 8.00 a.m. to 2:00 p.m. and 6:00 p.m. to 9:30 
p.m. during the eight-week session. The Library is closed for the Thanksgiving Recess, 
Christmas Vacation for staff and any all-campus holidays. 
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Library Staff 



The Library staff consists of four professional librarians (Head Librarian, Catalog 
Librarian, Circilation and Serials Librarian (PT.). Acquisitions Librarian {PT.)andfwc 
clerks. All members of the library staff are assigned -to ihe circulation desk. The 
professional librarians are all reference librarians. 

Holdings 

The Library collection includes over 100,000 units, including bound periodicals^ 
microfilm, records, maps, A-V software, indexes (Reader's Guide, Social Sciences Index, 
Humanities Index, General Science Index, Education Index, Biography Index, Book 
Review Index, Essay and General Literature Index, New York Times Index, Chicago 
Tribune Index, Business Periodicals Index, Computer Literature Index, Cumulativelndex 
to Nursing and Allied Health Literarture), Congressional Quarterly^ and pamphlets and 
clippings. The Library subscribes to over 300 periodicals and newspapers. The Library 
is also a depository for U.S. and Illinois government and Nuclear Regulatory Commission 
documents. 



Reserves and Circulation 

The librarians will place on special reserve any titles in demand 
for class assignments. Please allow 24 hours before sending in your 
class for these reserves, and emphasize that they must have their 
student I.D. to check out materials. To protect the Library collections 
and to provide better service for both faculty and students^ the 
librarians urge instructors to submit their bibliographies to the Library 
before distributing them to their classes. Volumes on special reserve 
will be circulated by the hour or for overnight. 

Books which are not on special reserve normally circulate for two weeks. 
Nursing books and vertical file materials circulate for one week: 
magazines for overnight. A faculty member may have, for a 
reasonable period of time, any volume related to his classes or field of 
study but all books must be returned atthe end of the current 
semester. 

Faculty members may place duplicated materials on reserve; a 
maximum of three copies will be accepted for circulation. 

Faculty members are urged to make suggestions for library 
purchases. The necessary forms may be obtained from any librarian. 
Notices are sent to the requesting instructor when the suggested 
materials arc processed and ready for circulation. 




Computer Searches 



Jacobs Library is a member of I LLi NET/ON LINE, a statewide library network, 
catalog. Using a modem and PC. we can search ihe holdings ofover 800 libraries across 
the State of Illinois -to find your needed books. Forty-two of these libraries permit our 
charging materials directly on-line and "these materials are generally received via the 
statewide delivery system within a week to ten days. More specialized materials may be 
obtained via our OCLC nationwide library catalog database. 

In addition, Jacobs Library uses the same hookupto access CARL UNCOVER, 
a periodicals database with access to some 14.000 journals with coverage beginning in 
1988. 

The library has access to the databases in DIALOG Information Services, Inc., and 
librarians have been trained to perform on-line searches. Limited funds are available fi»r 
faculty research via this ^stem. Please seethe Head Librarian for more information. 

CD-ROM Materials 

Jacobs Library subscribes to INFOTRAC^ a CD-ROM database containing 
bibliographic information from over 400 current periodicals; GOV DOCS a database 
containing bibliographic information on government documents backto 1976; some 30 
databases from U.S. G. P.O. containing such items as the City/County databook, Toxic 
Substances Registry, censuses of trade, agriculture and the various outputs of the 1990 
census, and the NTDB (National Trade Data Bank), and NESE (National Economic, 
Social and Environmental Sources); BIPplus (Books in Print with reviews); DiscLit 
(American authors); SIRS (Social Issues and Resources); an encyclopedia (Groliers); and 
a diskette program, ihe PDI (Patient Drug Information). 

Tours and Class Library Usage 

Jacobs Library is not able to offer tours or clas library usage during the hours of 
9:00 a.m. tu 2:00 p.m. Lack of space andihe noise factor necessitate this rule. Please 
contact the Head Librarian for further information on late hour tours and class usage. 

Copy Machine 

A copy machine is available for students. All copies are 10 cents. Faculty copy 
cards will not work in this machine. 

Microfilm/microfiche and some CD- ROM database copies are also 1 0 cents a page. 

Quiet 

We urge your cooperation in keeping the library a quiet study areafor students and 
those being tested for telecourses. 
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IV. DUPLICATING SERVICES 



Faculty wishing to have materials duplicated should turn copy originals in to the 
Mail Room or the Copy Center. There is a 24-hour turn-around durinathe regular year 
and 48 hour tum-around time at the start of a semester and during exam periods. The 
Copy Center is located in B- 11 2 and is open from 7:30 a.m. to 4:00 p.m. YoM may have 
completed tasks returned to the teacher's room (next to the copy center) or left in your 
mailbox. 

Please review the "Request Form " below. It is self-explanatory. Copies may be 
obta ined from the division chairperson 's secretary or from the copy center. 

PRINT NAME DIVISION 

NO. OF ORIGINALS . Si x 11 8i x U 

COPIES BACK TO BACK ONE SIDED 

STAPLED GLUED COLLATE 

DATE SUBMITTED . DATE NEEDED 

DELIVER TO MAILROOM PICK UP IN COPY CENTER 

24 HOURS WILL BE NEEDED TO COMPLETE YOUR ORGINIALS. 

48 HOURS WILL BE NEEDED AT THE START OF A SEMESTER AND AT EXAMS. 



NOTE: The College cannot reimburse faculty members who duplicate materials off- 
campus. 

V. DAY CARE SERVICES 

Faculty with children ages 3-5 years may utilize the Day Care Center intiie Auto 
Building on the East Campus. The center is open 7:40 a.m. to 4:00 p.m. on days when 
college classes are in session. The center is not open during the summer session. No 
meals are provided at the center. Parents are responsible for seeing that their children 
receive their normal meals. Some equipment and supplies are furnished, while other 
materials may be brought from home for utilization at the center. Check current fees as 
listed. 

Faculty wishing to enroll a child (children) at the Day Care Center should contact 
the Center Coordinator in advance at the Auto Building or call 224-2720, Ext. 302. 
(Auto Building is located on the East Campus). 

VI. FIRST AID SERVICES 

A. Personnel with First Aid Experience 



I. 
2. 
3. 
4. 



Custodial Staff 

Director of Physical Plant Office 

Nursing Rooms 

Shipping and Receiving Area 
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To Obtain Help 



1 . Telephone Switchboard Operator (Dial "O" or go to Lobby C) 

2. Director of Physical Plant Office (Dial "300" or A- 1 16) 

3. Director of Purchasing (Dial "418" or C-334) 

4. Business Off ;e (Dial "415" or C-336) 

C. First Aid Kits 

1. Dock Entrance - Building C. Lower Level 

2. Sick Room - C-223, Middle Level 

3. Science Department - A- 101 

4. Art Department - B-101 

5. Physical Science Department - E-IOI 

6. Maintenance Shop - Building D 

7. Machine Shop - D- 101 

D. Stretcher - Building C, Lower Level - Dock Entrance 

Resuscitator - Building C, Lower Level - Dock Entrance, Shipping and 
Receiving 

Wheel Chair - B-208, Nursing Room 

Eye Wash - A-IOl & E-iOl, Science Rooms 

Emergency Shower - A- 1 01 & E-IOI, Science Rooms 

NOTE: Evening staff does not have access to the listed equipmentor personnel. In case 
of an emergency, the instructor should send a runner to the Switchboard. Help can then 
be obtained by phone and radio communications. 



VII. PURCHASING SERVICES 

Division chairs have purchase order forms. All purchases require a purchase order 
(if no purchase order, the school is not obligated.) All purchase orders must be signed by 
the division chairs and the dean of instruction. All areas of the purchase onder should be 
typed. The proper account number(s) must be on the purchase order. No purchase order 
will be processed if rt contains typing errors. Strike-overs make it difficult to read 
account, quantity and stock numbers on th« carbon copies. 

Complete purchase orders, received by the Director of Purchasing will be sent to 
a vendor within a maximum of twelve working days. Purchase orders tliat require legal 
bid procedures will be sent to a vendor within a maximum of fifty (50) working days, but 
only after the Board of Trustees gives approval to solicit bids. 
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VIII. STUDENT SERVICES 



The college offers a comprehensive program of studentserViccs. These services are 
designed to assist students to discover, establish, and attain their educational, vocartuonal^ 
and personal goals. 



As IVCC continues to promote and facilitate student success^ some special 
programs are available io students wishing to enhance and improve in various areas. 
Referrals to these resource areas are encouraged. 

Counseling Center 

Counselors are available to all students. Counselors assist students in determining 
their strengths and limitations, assessing their interests, identifying their problems, and 
in planning a systematic program of educational, social, and personal development. 
Counselors are on duty Monday-Thursday from 8:00 a.m. till 8:30 p.m.: and Friday from 
8:00 a.m. to 4:00 p.m. Office location for evening hours can be obtained from -the 
switchboard operator. 

Job Placement, Room D-207, 7:30 a.m. to 4:00 p.m. 

Job Placement offers free service to all students and alumni. Register with IVCC 
Job Placement and Career Planning office when you enroll for admission to IVCC. 

Services Available: 

Job opportunity board with full-time and part-time jobs 
Employer and student computer matching system 
Career planning student appointments 
Job search computer service, state and nation wide 
Career planning seminars 

Job fairs (companies and organization on campus tx) offer jobs) 

Resume, cover letter and interview tips 

Company and organization history files 

Special presentations 

Internships and co-ops 

Monthly newsletter 

Reading, Writing, Studv Skills Lab, Room E-317, Ext. 433 

Offers one-hour courses in study skills, time management, essay writing, 
vocabulary, and more. Also offers scotopic sensitivity screening, and other consultation 
regarding special needs. 



Resources 
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BEST COPY m\iBJ 



Academic Assistaace Center, LRC-E. Ext. 479 



Offers peer tutors for I VCC students in most subject areas. 

If you refer a student for assistance, contact with the respective 
resource is encouraged. If you would rather refer a student with 
written notice, referral forms may be obtained through your division 
chair or the coordinator of retention. 

Academic Services for the Special Needs Student, Room E-3 17. Ext 433 

A. Special Needs Educational Support Services 

B. Transitional Services 

C. Evaluative Testing 

D. Academic Assistance 

E. Support Services 

F. Academic Aids 

G. Adaptive Skill Aids 



IX. SWITCHBOARD SERVICES 

The day-time hours (Monday through Friday) are 7:30 a.m. to 4:00 p.m. The night 
hours (Monday through Thursday) are 4:00 p.m. until 9:30 p.m. 

Long distance calls necessary for contacting students may be made from the 
switchboard, 

X. TEXTBOOK SERVICES 

Textbooks are adopted by division or departmental agreementand approved by the 
dean of instruction. Any changes in textbooks should be prepared one semester prior to 
the intended time of use. 

Should you have any difficulties with the textbook you are currently using, you 
should contact your division chairperson. 

XI. MAILBOXES 

Each instructor has an assigned mailbox which is located at the Shipping and 
Receiving Office, outside the cafeteria in the lower level of Building C. Whenever you are 
on campus, you should check your mailbox. If you have any difficulty (e.g., mailbox 
combination, location), please contact the mailroom. 
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Correspondence between instructors may be accomplished by properly labeling and 
depositing materials in -the "Campus Mail" opening by tlie mailboxes. 



Xn. FACULTY AND STAFF PARKING 

All faculty and staff members must register their vehicles. In the event that more 
-than one vehicle is used, additional permits must be obtained from the Business Office. 
The sticker should be affixed to the mirror. The faculty and staff parking areas are 
clearly designated and are reserved. The college assumes no responsibility or liability for 
any property loss or damage to any cars in the campus area. 

Daytime Parking 

A. Parking Lot No. 6 is reserved for faculty and staff parking. 

B. Parking Lot No. i is reserved for visitors and student parking. 

Evening parking is not restricted and no permit is required (aithou&h permits are issued). 



Xin. INSTRUCTOR ABSENCE 

Instructors shall report any illness, or the need -to be absent from the campus, to 
the Switchboard Operator as soon as possible. The switchboard opens at 7:30 a.m. After 
receiving notification of absence, the Switchboard Operator will take the following step: 

Notify the respective Division Chairperson by 8:00 a.m. for immediate 
posting of the class cancellation form. 

A sample of the form used to report absence from classes is included in this 
handbook (Appendix J). (Additional forms may be obtained from the Division 
Chairpersons' offices.) 

XIV. SUBSTITUTE POLIC Y 

If a faculty member is to be absent for one or more classes, but not for longer than 
one week because of illness and similar emergencies or official college business, it should 
be the responsibility of the instructor, when possible, to provide special problems or 
library study for the students. When a faculty member's absence extends beyond one 
week, it will be the responsibility of the Division Chairperson to consult with the Dean 
of Instruction to make the necessary arrangements for substitute instructors. 
Remuneration will be given the substitutes on a pro-rate overload basis. 
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XV. PROCEDURE FOR DlSTRtBUTINC MEDICAL PERMITS TO FACULTY 



The Dean of Instruction will receive the faculty member's leter of authorization 
to return to work from the faculty member's physician. A copy of the physician's letter 
will be made available so that the faculty member may park directly next to Building F 
for seven (7) consecutive days, if the Dean of Instruction feels that this parking privilege 
is warranted. After seven (7) days if the faculty member still requires special parking,the 
college will continue to allow parking next to Building F on seven (7) day evaluations. 



XVL FACULTY OFFICES 

Each full-time instructor is assigned an office space, including a desk, filing cabinet 
and bookcase. Conferences with students are held in the office during regularly scheduled 
office hours or by appointment. 

Keys for the offices, filing cabinets and desks are available in the Director of 
Physical Plant's office. Key cards must be signed by the individual requesting the key, 
the Division Chairperson, Dean of Instruction, and the Dean of Business Services. 



XVII. POLICY - DISTRIBUTION OF MATERIALS 

Requests to distribute materials other than through campus mail on the IVCC 
campus are to be directed to the Dean of Student Development. If approval is granted, 
distribution of materials is restricted to areas designated by him for this purpose. Without 
permission of the instructor, distribution of materials in the classroom by persons or 
agencies not connected with the college is prohibited. Coercion may not be used to induce 
students to other members of the college community to accept printed material or sign 
petitions, nor may funds or donations be collectBd for the material distributed. 

No materials may be left undistributed or stacked for pick-up while unattended at 
any place in the college buildings or on college property. Distribution of materials by 
placement under the windshield wipers or in other locations on cars parked on the campus 
is prohibited. A person or an organization distributing materials on college property may 
be subject to payment of a reasonable fee to cover additional custodial or mailroom 
services required as a result of material distribution. 
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PROFESSIONAL TRAVEL AND FIELD TRIPS 

Attendance at Conferences. Workshops, and Professional Meetings 

Eligibility and Number of Days in Attendance: Within certain limitations^ full- 
time faculty members are encouraged to attend and to participate in professional meetings 
which are appropriate to their areas of instruction. Faculty members' attendance at 
professional meetings while college classes are in session should not exceed four (4) days 
in any calendar year. 

Funds: Financial assistance for participation in professional conferences is 
provided by the college. Each division is allowed professional travel allowance to cover 
travel expenses incurred for attendance at workshops, professional meetings, etc. Faculty 
members are encouraged to use appropriate meansof economy so that funds allocated to 
each division can be used as wisely and economically as possible. The allowance for 
travel by automobile is 22.50* per mile. Receipts must be secured for air or rail 
transportation. Hotel receipts, meals, etc. are also required. 

Procedure: A faculty member wishing to attend professional meetings must file, 
with the approval of his Division Chairperson, an "Application for Travel" with the Dean 
of Instruction at least one week prior to the proposed trip. If an advance is required this 
should be noted on the travel request -form. Advances for less than $50.00 are 
discouraged unless they are for registration fees that need to be pre-paid. Subsequentto 
attendance at professional meetings, a completed "Application for Travel" (whita copy) 
must be submitted no later than one week aftsr return from the trip. Travel forms may 
be obtained from the Division Chairperson. 



IVCC PROFESSIONAL TRAVEL GUIDELINES 

Usual prudent-person theory requires keeping expenses as low as reasonably passible 
when traveling at college expenses. 

Meals 

In most instances, meals should not exceed a total of $4 for breakfast^ ^6 for lunch, and 
$13 for dinner. These figures are an average cost based on a random sample of 24 travel 
reimbursements. The average of these meals was as follows: Breakfast - S3. 79, Lunch - 
$5.50, Dinner - $12.53. If for any reason you feel this is not reasonable in your particular 
instance, please see your immediate supervisor to set an exception. It is understood if 
meals are a direct part of a conference/meeting that this will be taken into account at the 
time your attendance is approved. At any tiniG that meals exceed the agreed-upon limit, 
the individual may be required to reimbursethe difference "to the college. 



♦Subject to change. 
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Room 



Standard room cost is also paid by the college. If a double room is used^the individual 
will reimburse the college for the difference between single and double room costs. 

Travel (Car, Train. Plane, Etc.) 

Travel by personal car may be permitted in lieu of other types of transportation, with the 
permission of the appropriate dean. The reimbursement will be based upon the Super- 
Saver fee, economy fare, if available. This may require an advance booking of 14 days 
and reduces the usual rate. Also, a round trip car expenseto O'Hare, Midway, Peoria 
or the Quad Cities Airports will be reimbursed at the prevailing rate per mile. 

Field Trip Regulations 

It is clearly understood that field trips do not take precedence over the student's regularly 
scheduled classes. Students going on field trips are responsible -for fa) informing 
instructors whose classes they will miss, and (b) class activities and assignments missed. 
Students electing not to go on a field trip should not be penalized. 

The instructor planning a field trip must submit for approval to the Division Chairperson 
a written proposal stating the objectives, the class(es) involved, and the time and date of 
the trip. Proposals must be submitted for approval no less than one week prior to the 
intended date of the trip. 

Responsibility for approving proposed field trips will be shared by tlie respective Division 
Chairperson and the Dean of Instruction. 

After the field trip is approved, the instructor sponsoring the field trip will have for the 
faculty a typewritten alphabetical list of students going on the field trip. The list must 
be posted by the faculty mailboxes one week prior to the date of the trip. Individual 
students are responsible for classes they will miss and need to notify their other teachers 
and make up any work missed. 
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SCHEDULING FULL-TIME FACULTY 
TO SUMMER SCHOOL CLASSES 



The college will follow the divisional icrtation schedules in the assignment and 
commitment of summer school courses to full-timefaculty members. 

1 . Faculty members will be asked to sign a written statement of intent to teach 
or not to teach in that summer session. These will be due in tlie division 
chairperson's office the first of March of each year. Persons indicating 
"undecided" will be treated tlie same as those persons indicating a desire 
"not to teach." 

2. Persons who indicate a commitment to want to teach and later withdraw 
that commitment will be placed in the bottom position in seniorrty on the 
rotation schedule for the next summer school session. 

3. If a person has indicated a desire "nottoteach" and subsequently expresses 
a 'desire to teach' in the summer session, he/she will need to corrtactthe 
division chairperson. The chairperson will make the decision as to whether 
there is adequate time to assign the full-time person to a class(es), or if it 
will interfere with commitments to other full-time and/or part-time faculty 
commitments. See Appendix F for the form to be used. 



SICK LEAVE AND PERSONAL LEAVE 
DURING THE SUMMER SESSION 



SICK LEAVE - SUMMER 

Sick leave will be granted upon request of the full-time faculty member. The day(s) will 
be charged against accumulated sick leave days. One day will be deducted for each day 
missed. 

PERSONAL LEAVE - SUMMER 

Personal leave will be granted upon request of thefull-time faculty member. The day(s) 
will be charged against personal leave for the next contract year since personal leave is 
not accumulated. 
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ADMISSION OF STUDENTS 
AND ATTENDANCE POLICY 

Admission to Class 

Ai the beginning of each -term, the instructor will receive class lists of students officially 
enrolled in each of his classes. Any student whose name does not appear on such ofncial 
list should have an "add" slip from the Student Record's Office in order to be accepted 
into the class. In the event that the student is neither on the list nor in possession ot an 
"add" slip, the instructor should not admit him/her to class but should send him/her 
instead to the Student Records Office. 

Attendance Policy 

There is no provision for "cuts." Students are expected to attend all classes regularly. If 
absence is unavoidable, it is the student's responsibility to explain the absence to his 
instructor(s) and arrange to complete any work missed. There are noformsfor "excused" 
absence. 

If an instructor feels that the number of accumulated absences is interfering with the 
student's progress and ability to successfully completeihe course he/she should complete 
a withdrawal form and forward it to the Student Record's Office. 

Important: Faculty members should make their attendance requirements or expectations 
known to students in their classes by written or verbal means during the first week of 
classes. Students should be informed that absences above the maximum allowed in the 
class are cause for being dropped from the class without notice. 

Faculty members are encouraged to contact by telephone, students who are absent from 
class on several occasions. If a student cannot be reached by phone, a letter will be typed 
by the switchboard operator upon a faculty member's request and mailed to the student. 
To initiate this letter, call the switchboard operator (dial "0") and indicate your desire for 
a "non-attendance" letter to be sent to (name of student) for (course, number and section) 
taught by (your name). 

If absences continue, a withdrawal form should be completed and forwarded to the 
Student Record's Office. 
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ATTENDANCE PROCEPtJRKSt INSTRUCTOR 



Importance: 

(1) The basis of stale rmancial support to the college is the maintenance of 
attendance records by instructors and the preparation of periodic reports by 
the Data Processing Center. This can be done effectively only when ever^ 
instructor conscientiously observes the attendance procedures. 

(2) The individual instructor's semester attendance records (roll book rosters 
and attendance inserts) are the only attendance records maintained by the 
college. Since questions of student attendance arise from a variety of 
sources, the instructor's attendance records area necessary and integral part 
of the total college record system. Grade books, including attendance 
records, must be filed in the Student Record's Office at the end of each 
semester. 

General Procedures: 

(1) Every absence of a student must be recorded in the instructor's grade book. 

(2) Grade books in which attendance is recorded are filed with the Student 
Record's Office at the end of each semester. They are kept on file for three 
years and then returned. 

Instructor Responsibility: 

The instructor is the primary source of all attendance data. It is the responsibility of the 
instructor: 

(1) To know, at all times, who is officialiy enrolled in his course, and who is in 
attendance at each meeting. (The use of a seating chart is recommended.) 

(2) To maintain accurate attendance records for each class meeting and to 
follow prescribed attendance procedures. 

(3) To report errors as soon as they are discovered to the Student Record's 
Office. 
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BOARD POLICY - INCLEMENT WEATHER 
POLICY AND PROCEDURE 



Policy 

It is tiie policy of the college that classes will meet and the college will be open, regardless 
of the weather, on all days when the official calendar calls for classes. 

The geographic size of the college district makes possible the existence (Tf varying weather 
conditions on any given day in different locations throughout the district. IVCC students 
will be expected to decide for themselves, based on local conditions, whether they should 
or should not attend classes during periods of inclement weather. 

Procedures to Follow 

1. We will follow our Board policy regarding the closing cff college during 
inclement weather -for on-campus day and evening classes. 

2. Off-campus classes will also remain open unless the Dean of Continuing 
Education notifies us that an off-campus center has been closed for IVCC 
classes. 

FULL-TIME FACULTY MEMBERS: 

L Are expected to report for their classes. 

2. Will take a personal day of leave if they are unable to get to their classes. 

3. Will make up work for an evening class missed (to be approved by the 
Division Chairperson). 

When possible, the Chairperson should attempt to have students called in 
advance of an evening cancellation. 

Faculty members who find it necessary to cancel their class(es) due to inclement weather 
must obtain the concurrence oftJieir division chairperson. Faculty members are expected 
to contact their Division Chairperson for approval if the class(e.s) are to be cancelled. 
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WORKING WITH LEARNING DISABLED STUDENTS 



WHAT IS A LEARNING DISABILITY? 

A person with a learning disability has a capacity for learning which is intact; 
their intelligence lies in the normal to above average range. The problem arises 
in processing in formation- that is taking in information, retaining information, 
and expressing information. 

A learning disability is inconsistent. It may present problems on one day but 
not on another. It may manifest itself in one academic area but not m another 
i.e., reading but not math. 

*> learning disability is frustrating. A learning disabled student may look and 
act and speak intelligently. The frustration arises in having to prove his/her 
disability is real. 

A learning disability is not a form of mental retardation or an emotional 
disorder. 
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CHARACTERISTICS COMMON TO ALL PERSONS WITH LEARNING 
DISABILITIES: 

1. These persons have average or above average intelligence. 

2. These persons perform substantially below grade level in achievement -n one 
or more basic academic skills (reading, math, writing). 

3. The cause of the learning disability is due to a central nervous system 
dysfunction. 

NOTE* 

A learning disability doesn't include a learning problem due primarily to visual, hearing 
or motor handicaps, to mental retardation, to emotional disturbances orto environmental 
disadvantages. 

GENERAL BEHAVIORALCHARACT ERISTICSOFTHE LEARNING DISABLED 
STUDENT (Adapted from George Washinginn University) 

- Demonstrates marked difficulty in an academic area and demonstrates average to 
superior skills in another area; 
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- Has poorly formed handwriting; 

- Has -double listening to a lecture and taking nates atihe same time or copying; 

- Is easily distracted by background noise or visual stimulation; 

- Has trouble understanding or following oral or written multiplestep directions; 

- Confuses similar letters such as b and d, p and g. or words wasfor saw; 

- Confuses similar numbers such as 3 and 8. or 6 and 9, or changes the sequence such as 
14 and 41; has difficulty copying or working in columns; 

- Inconsistent between verbal and written performance; 

- Poor organizational skills in written assignments, daily schedules, handouis and notes; 

- Often late to class, early or late to appointments, unable to finish tasks in given time 
period, or rushes to complete before time allotted; 

- Negative feelings about self and school and signs of frustration; 

- Unrealistic self-expectations; 

- Problems distinguishing the difference between sincere and .sarcastic remarks or unable 
to recognize other subtle changes intone of voice. 

SUGGESTIONS FOR HELPING ALL STUDENTS SUCCEED IN THE 
CLASSROOM 

1. Provide studenis with a detailed course syllabus. 

2. Clearly spell out expectations before course begins (grading, material to be 
covered, due dates). 

3. Start each class session with a review of previous material and an outline 
of material to be covered that period. At the conclusion of class, brieny 
summarize key points. 

4. Speak directly to students, and use gestures and natural expressions to 
convey further meaning. 

5. Present new or technical vocabulary on the blackboard or use a student 
handbook. 

6. Give assignments both orally and in written form to avoid coiifusion. 
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7. Announce reading assignments well in advance for students who are using 
taped materials. 

8. Facilitate use ofiape recordersfor notetaking by allowing student to tape 
lectures. 

9. Provide study questions for exams that demonstrate the format, as well as 
the content, of the test Explain what constitutes a good answer and why. 

10. If necessary, allow LD students to demonstrate mastery of course material 
using alternative methods (extended time limits for testing, oral exams, 
taped exam, individually proctorcd exams in a separate room.) 

11. Permit use of simple calculators;, scratch paper, and spellers dictionaries 
during exams. 

12. Provide adequate opportunities for questions and answers, including review 
sessions. 

13. If possible, select a textbook with an accompanying study guidefbr optional 
student use. 

14. Encourage students to use campus support services. 
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ACADEMIC ACCOMMODATIONS 



The academic accommodations the learning disabled student receives depends 
on the specific disability of the student 

Common Academic Accommodations- 

- to receive textbooks on tape 

- to have a notetaker 

- to record class lectures 

- to use a computer to word process all written work 

- to receive extended test time 

- to have a test read 

- to have a scribe for a test 

- to have an interpreter in class (hearing-impaired only) 

- to use a speller for written work 

- to use a brailler (sight-impaired only) 

- to have an alternative testing site 



HOW DOES AN INSTRUCTOR REFER A STUDENT TO SUPPORT SERVICES? 

1. Talk privately with the student to discuss and confirm your observation. 

2. Explain that IVCC has a support services program. Describe ihe services 
available and encourage them to contact the Special Needs Coordinator. 

3. Contact the Special Needs Coordinator yourself to follow-up on your 
referral. 

4. If you are in doubt, discuss the student with the Special Needs Coordinator 
before making a suggestion to the student. 

5. Follow-up with the studentto see if he^he has contacted the Special Needs 
Coordinator. 
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SCOTOPIC SENSITIVITY SYNDROME 



Scatopic Sensitivity Syndrome is a perceptual dysfunction affecting reading and writing 
based activities. Individuals with SSS put more energy and effort into the reading process 
because they are inefficient readers who see the printed page differently from the 
proficient reader. 

General Reading Characteristics 

- read in dim lighting 

- skip words or lines 

- slow and hesitant reading 

- poor reading comprehension 

- slow reading rate 

- inability to read continuously 

- misreading words 

- trouble tracking or keeping place 

- avoidance of reading. 

Complaints While Reading 

- general strain or fatigue 

- headaches or nausea 

- drowsiness 

- eye strain 

- indistinct print 

- uncomfortably bright background 

General Writing Characteristics 

- writing up or downhill 

- unequal spacing 

- errors when copying 

- inconsistent spelling 

General Math Characteristics 

- sloppy, careless errors 

- misaligned numbers in columns 



IVCC screens students who appear to have scotopic sensitivity syndrome. Refer 
all possible screening candidates to the Reading, Writing, and Study Skills Lab - 
Extension 433, 
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CURRICULUM COMMITTEE 



PROCEDURAL GUIDELINES: PROGRAMS/COURSE APPROVAL, 
MODIFICATION/DELETION OF AN EXISTING COURSE OR PROGRAM 

1. Division Chairpersons will prepare course approval forms, program 
approval forms will be prepared cooperatively with the Dean of Instruction. 
Action on requestsfor approval will be delayed pending the submission of 
complete request forms. 

2. If a faculty member wishes to introduce a course change or a major revision 
of an existing course and his request is denied by the respective Division 
Chairperson, the faculty members, after conferring with the Dean of 
Instruction, will have the opportunity to discussthe new course or proposed 
change with the committee. 

3. The completed program/course approval forms must be submitted to the 
Dean of Instruction in advance of the proposed initiation date. The Dean 
of Instruction will study the proposaKs) and; 

A. Refer it to the Division Chairperson with questions, or 

B. Distribute the proposal to the members of the Curriculum 
Committee. 



4. Proposals to be acted on by the Curriculum Committee will be distributed 
in advance of scheduled meetings. Action will not be taken unless there has 
been sufficient time for deliberation. When possible, commrttee action on 
modification/selection requests will take place immediately. Committee 
action on programs/course approval requests will take place the second 
meeting after the introduction of the requests for action (informational 
purposes, first presentation, second presentation.) 



5. The individual responsible for preparing the propr-.^l will review the 
proposal with the entire Curriculum Committee. 

6. It will be necessary for a Quorum of the Curriculum Committee to be 
present to conduct business. A quorum shall consist of two-thirds of the 
voting members. The voting members include the Dean of Instruction, 
Dean of Student Services, Associate Dean of Career Education, Dean of 
Continuing Education, Dean of Business Services, Division Chairpersons, 
four faculty representatives, one counselor, and two students selected by the 
Student Senate, one student to be enrolled in 3 baccalaureate-oriented 
program and one student to be enrolled in other than a baccalaureate- 
oriented program. 
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7. Program and course approval tiecessttates a majority ofthe voting members 
present of the Curriculum Committee. 

8. The Chairperson in the division in which a new course is added or deleted 
is responsible for updating the course syllabus filed in the Dean of 
Instruction's office. 

9. Changes in existing courses and new courses approved by the Curriculum 
Committee will be initiated with the concurrence of the President and the 
approval of Illinois Community College Board Form 15. 

10. New programs of instruction recommended by the Curriculum Committee 
will be initiated following the concurrence ofthe President, the Board of 
District 513, the Illinois Community College Board, and the Board of 
Higher Education. Generally when actions of the Curriculum Committee 
require the approval ofthe President, the Board of District 5 1 3, the Illinois 
Community College Board, and the Board of Higher Education, requests 
should be submitted six months in advance of the purposed initiation date. 



PROCEDURES: NEW COURSE APPROVAL 

1. Division Chairpersons will prepare course approval forms. 

2. The completed course approval form must be submitted to the Dean of 
Instruction in time so that the proposed initiation date can be implemented. 

3. The Dean of Instruction will study the proposal and. 

A. Refer it to the Division Chairperson with questions, or 

B. Introduce the application to the Curriculum Standard? 
Committee. 

4. The Division Chairperson submitting the proposal will review ^ proposal 
with the entire Curriculum and Academic Standards Committee. 

5. it will be necessary for a quorum of the Curriculum and Academic 
Standards Cormittce to be present to conduct business. A quorum shall 
consist, of two-thirds of the voting members. The voting members include 
the Dean of Instruction, Dean of Student Development. Associate Dean of 
Instruction and Career Education, Division Chairpersons, four faculty 
representatives, and two students elected by the Student Senate (one student 
to be enrolled in a baccalaureate-oriented program and one student to be 
enrolled in other than a baccalaureate-oriented program.) 
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6. A recommendation for course approval necessitates a majority concurrence 
of the voting members present at tlie Curriculum and Academic Standards 
Committee. 

7. The recommendation of approval is submiited to the President of the 
College for his acceptance and appropriate action to implement the 
approved course. If the President rejects the recommendartion of the 
Curriculum and Academic Standards Committee he will return the 
recommendation with reasons for rejection. 

POLICY - DETERMINING SEMESTER CREDIT HOURS 

1. Based on the rationale that students generally spend a minimum of two 
hours of study for each hour spent in lecture or in seminar discussion, each 
lecture or seminar hour per week per semester shall be equated ir> one 
semester credit hour. 

2. In laboratory courses requiring either a minimum or no outside of class 
preparation, three hours of laboratory per week per semester shall be 
equated to one semester credit hour. 

3. In laboratory courses requiring an additional hour of preparation or data 
analysis outside of class, two hours of laboratory per week per semester 
shall be equated to one semester credit hour. 

4. For courses scheduled with students participating in internships, clinical- 
internship, work experience, work oriented instruction, one semester hour 
credit shall be equated for 75 contact hours. Persons in such. study would 
normally be spending no less than 5 contact hours per week for a minimum 
of 15 weeks for each semester credit hour earned. 

5. In accord with the guidelines enumerated in this policy, ciedit hours are 
determined individually for each course by the division offering the course 
subject to approval by the Curriculum and Academic Standards Committee 
and the college President. 

COURSE SYLLABI 

Syllabi for all courses are to be kept on file in the Office of the Dean of Instruction. 
Divisional syllabi arc also kept in the Division Chairpersons' offices. 

Both forms may be obtained from Division Chairpersons or fromthe Dean of Instruction. 
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DEFINING QUALITY INSTRUCTION 



Quality instruction is defuicd in the literature in a number of ways. Quality 
evolves out of highly qualified, competent and strongly motivated teachers as a 
baseline. The following are a few ''efTcctivc teacher characteristics" that have been 
defined by teachers who were first identified as ''exemplary/' 

This section of the Handbook is presented as a stimulus for teachers to gleam 
some ideas of what works for some of their colleagues in the goal of improving 
mstniction. That is, after all, a priority goal for each teacher and administrator at 
Illinois Valley Community College. 



I. DEFINING ''EFFECTIVE CHARACTERISTICS'^ OF TEACHERS 

The uefinition of what effective teacher characteristics are is very illusive in the 
literature. There arc a number of student evaluation of instructor forms that 
identify some areas of a job performance expected of faculty members in the 
classroom. The City Colleges of Chicago, fllinois, posed several questions to 30 
"exemplary" teachers to Tind out what were the effective characteristics of these 
teachers (Guskey and Easton, 1983, p. 3-4). The results of their study is outlined 
as follows: 

1. All of them were highly organized, planned carefully, had unambiguous 
objectives and high expectations f<^r their students. Each class had a clear 
design: 

(a) an introduction at the beginning; 

(b) a summary at the end; and 

(c) a clear sequence of development in between. 

2. All of them emphasized the imporfcmce of expressing positive regard for 
their students: 

(a) Most used some time during their first class session to become 
familiar with their students and continued -to exchange personal 
information throughout the semester. 

3. They had an emphasis on encouraging student participation: 

(a) They consistently asked questions during class to stimulate 
involvement. 

(b) They also monitored student participation at frequent intervals to 
gain information as to whether the class was going well or if a 
change was needed. 
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4. In addition, they strongly emphasized the importance of providing students 
with regular feedback on their learning and rewarding learning successes. 

(a) Feedback was generally provided through written comments on tests 
or papers. 

(b) They frequently asked their students to see tliem after class to 
discuss learning problems. 

(c) Written comments were also used -to praise students' efforts and to 
make special note of improvements. 

Reich (1983, p. 36) in explaining her excitement about why she continues to 
enjoy teaching says "1 teach with students." She goes oni» say that "although I 
am still concerned with content, 1 alsoseethatif students don't understand it, I am 
getting through the material only for my benefit." She also sees tlie most exciting 
phase in teaching as being "the gap between what the teacher teaches and what the 
student learns. ..that is where the unpredictable transformation takes place, the 
transformation that means we are human lyings, creating and defining our own 
world, and not objects, passive and defined." Reich projects a humanistic element 
into the core of her teaching which makes teaching for her "tlie practice of what it 
means to be human." 

In describing the full-time faculty evaluation system at North County 
Community College, Poole and Dellow ( 1 983) use the following indices as measures 
of teacher effectiveness: 

1. Motivating students toward superior achievement within his or her courses; 

2. Generating an enthusiasm in and establishing rapport with students; 

3. Presenting material in an orderly and preplanned method compatible with 
the stated objectives of the course. The level and intensity cf the instruction 
should be compatible with course and curriculum objectives: 

4. Making maximum use of library resources, audio-visual aids, laboratory 
equipment, and so on: 

5. Using a variety of teaching techniques to achieve the desired objectives; 

6. Evaluating student performance adequately and equitably within the 
framework of the defined grading policy of the college; 

7. Keeping course materials, including textbook selection gnd reference reading 
lists, up to date; 

8. Providing sufficient time to assist students on an individual basis and 
encouraging students to take advantage of such assistance; 
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9. Providing instruction in such a way that it is elTective Id the greatest 
possible number (^f people. 

There are some peer evaluation sample fcn-ms that have been developed to 
assess what have been determined to be criteria for good instruction in the 
classroom. Centra (1979) has presented a "Faculty Tolleague Evaluation 
Questionnaire" that allows peers to evaluate those criteria that go beyond the 
classroom in university overall job evaluation. The questionnaire reviews such 
items as (1) research activity and recognition. (2) intellectual breadth, (3) 
participation in the academic community. (4) associated professional activities, and 
(5) public service or consulting. While this book is not presenting a case for self, 
peer, or student evaluations, there are certain elements in all of the tcwis used in 
these systems that arc supposed to point to superior teaching if checked at the 
highest response levels on the forms. 

TEACHING FORMATS 

Wilkinson (1982) outlines the various types of teaching formats that take 
place. He suggests the three principal ones as the lecture, the laboratory session 
or field trip and the discussion class. In describing the lecture, he points to the 
amount of material that can be conveyed "efficiently and memorably to a large 
number of listeners," as one of its mapr attributes. Logical order and careful 
placement of material are seen as offering students a model on how to subdivide 
material and arrange it intelligibly. Wilkinson also feels that a lecturer can create 
excitement, curiosity, and appreciation for an area of specialized concern if he or 
she "conveys a spirit of excitement" (p. 4). 

He points out that some small classes might be taught through di.scussion 
only. The greatest risk in such a format can be a lack of structure and 
. organization. If discussion is able to lead into "meandering conversation full of 
intriguing tangents and autobiographical asides.' he says itcan "cease to lead to 
an5avhere at all" (p. 7). 

How effective any of the three teaching formats are for students is entirely 
dependent upon who is involved in the delivery of any one of the formats. It is 
here that some type of evaluation can help determine the degree of effectiveness. 
Centra (1979) points out that very little improvement can be expected by 
occasional observations by either colleagues or administrators if tiiey "do not know 
what to look for or who may not be particularly effective teachers themselves" (p. 
84). 

In his review of the importance of the first class meeting between instructors 
and students, Wolcowitz (1982) points to several key points of significance for 
students: 

1. It fulfills the obligation to tell students what to expect in the course (content 
and mechanics). 
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2. 



It also sets the atmosphere for the entire term. 



3. The "student-teacher contract" comes out in the opening session in cither the 
written course syllabus and/or in statements by the instructor. 

Wolcowitz suggests that effective teaching "requires recognizing that the class 
is composed of individuals, each arriving with a different background and a 
different set of goals" (p. 1 1 ), 

Other first class points of significance outlined are that: 

4. The instructor should tell the students as specifically as possible what 
material will be covered in the course and why. 

5. A well-constructed syllabus tliat outlines the major and minor subdivisions 
serves as a framework for students to organize their thoughts about the 
course. 

6. The instructor should try to cx^nvey enthusiasm about tlie course material, 
as well as provide information. 

7. The workload: students need to assess the amount of time involved for a 
course (length of the reading list: number and timing of exams and papers; 
how grades will be computed). 

8. Students also want to know how to prepare for class and whether they 
should come to class if they are not prepared. 

9. The standard operating procedures of the class should be established (time 
class begins; acceptability (rf asking questions: amount of time to be devoted 
to lecture, discussion; etc.). 

Wolcowitz summarizes these issues by showing that the thing they all have 
in common is the role each one plays in "defining the atmosphere that the 
instructor would like to create in the classroom'' (pp. 1 1-14). 

How important is it for an instructor to know his or her students? Wolcowitz 
suggests that at "the mosc basic level, instructors should learn the names of their 
students/' He says that "students generally work harder and respond in a more 
positive way rf they believe the instructor views them as individuals rather than 
anonymous faces in a crowd" fp. 19). 

Some of the items of information he feels are basic to knowing students that 
should be collected early as follows (p. 20): 

1. The student's year in college. 
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2. 


The student's fickl of concentration. 


3. 


Other courses taken in the field and in related fields. 


4. 


Other courses the student is takingtliatterm. 


5. 


Job experience. 


6, 


Why the student is taking the course. 




He also suggests a "preliminary written exercise" as anotJier data gathering 



device. This description of the reed to know i he students comingto an instructor's 
classes was also highlighted earlier under point2 by the "exemplary " teachers in the 
Chicago system who, as a group, emphasized the importance of expressing positive 
regard for their students ' (p. 3). 

It would appear that no matter what teaching foimat is used, lecture, 
discussion, or laboratory, a much higher dagree of success is expected with faculty 
knowing their students early and utilizing such knowledge in future interchanges 
throughout the semester or term. 

Evertson and Hollcy (1981) point to some of the dynamics that can be 
observed in the classroom and are not available from any othei' source: classroom 
climate, rapport, interaction, and functioning of the classroom (p. 90). 

III. THE ROLE OF FACULTY CLASSROOM ORGANIZA T ION 

An administrative evaluation system needs to consider the various 
instructional components that can be assessed. The above material suggests that 
a quality hiring process precedes all otliei* aspects of facult^^ evaluation. The type 
of class format, important aspects of the initial class, and knowledge of the 
students are all observable behaviors that can be evaluated by administrative 
cvaluators. The organization of the material bo be presented in a course is another 
vital aspect in the description (rf the strawperson of excellent instruction. 

Diamond, Sharp, and Ory (1978) in the development of an "observational 
guide' for peer or colleague evaluation list the following points in relation to 
organization of the content and the instructor's clarity of presentation: 

Organization of the Content 

Logical sequence of topics 

Pace of the lecture, discussion topics 

Provision of summaries and synthesis 
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Appropriate use of class time 
Instructor's Clarity of Presentation 

Definition of new termS; concepts, and principles 
Relevance of examples 

Relationship to lab and discusiiion group assignments 

The same authors have developed a rating scale for either self-evaluation or 
peer evaluation relative to the important aspects of a classroom presentation. The 
following is taken from the rating scale in the area of organization of content: 

Introductory Portion 

1. Stated the purpose of the lecture. 

2. Presented a brief overview of the lecture content. 

3. Stated a problem to be solved or discussed during the lecture. 

4. Made explicit the relationship between todays and tlie previous 
lecture. 

Body of Lecture 

5. Arranged and discussed -the content in a systematic and organized 
fashion that was made explicit to the students. 

6. Asked questions periodically to determine whether too much or too 
little information was being presented. 

7. Presented information at an appropriate level of "abstractness." 

8. Presented examples to clarify very abstract and difficult ideas. 

9. Explicitly state the relationships among various ideas in the lecture. 
Conclusion of Lecture 

11. Summarized the main ideas in the lecture. 

12. Solved or otherwise dealt with any problems deliberately raised 
during the lecture. 

13. Related the day's lecture to upcoming presentations. 



14. Restated what students were expected to gain from the lecture 
material. 

The introduction, body, and conclusion of a lecture or other type of class 
points to a very definite and organized approach to the presentation of the 
material. It calls for prc-classroom work on the part of tlie instructor. It also 
shows a "forward movement" which reviews the past presentation and "transcends 
into what is expected next in an upcoming lecture. 

Dubrow and Wilkinson (1982) point to the need to "chart your itinerary." 
They quote Gilbert Highnet who had written that "the lecturer must know exactly 
what points he wishes to tell his audience, in what order, and with what emphasis." 
They suggest that "all but the most experienced and most accomplished lecturer 
must come equipped with notes; a detailed outline, with the major points and 
transitions between them set out legibly, is all that is really required" (p. 29). 

IV. EXAMINATION EXPECTATIONS 

It was stated earlier that an instructor should make known his or her 
number and timing of exams and tlie coverage each one will have. These should 
be included in the instructor's syllabus which is passed outtlie first day of class. 
Dubrow and Wilkinson suggest that students are generally pleased to have review 
sessions shortly before exams arc given. They also appreciate a general description 
of the types of questions, how many, etc., that will be on the exam. 

Nash (1982) puts the focus of the student in the fore-front in relationship 
to both the teaching process in total and the testing process more specifically: 

A class, in which the professor lectures for the entire semester and evaluates 
student performance at the end through a paper and exam, holds the student's 
academic lole in suspense for rather n long period of time, and offers almost no 
acknowledgement of the student in the classroom. Hence if the student's learning 
evolves, only the student knows this. ( p. 79). 

He also states that "at its worst, ituncovers problemsonly after it is too late 
to correct them" (p. 79). 

In his discussion on grading and evaluation, .ledrey (1982) emphasizes that 
the material to be tested on is io be 'clearly delineated for the students." He goes 
on to suggest that students can only prepare properly for an ejtamination if they 
know if it is to be a comprehensive one or will only include new material since the 
last exam. 

In correcting exams. Jcdrcy says you should at least point out major errors 
of fact and reasoning, note good points, and provide a coherent assessment at the 
end. The comments should praise and encourage as well as criticize, and should 
make clear the reason for the grade" (p. 1 10). 
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Baker (1983) points out the importance of feedback [o students who are 
moving toward a goal. 

THE USE OF QUESTIONING 

Kasulis (1982) says that "skillful discussion leaders use questioning in such 
a way that they seldom have to lecture: they become part of the medium of the 
discussion" (p. 48). Not all faculty will achieve this level of skill but there arc some 
guides that should improve questioning as a technique in the classroom for most 
faculty. The first is to see their students as individuals as mentioned above. 
Kasulis says that such a focus will allow the faculty ember to call on students at 
appropriate times, that is. "at the interesting moment when tiie individual's 
perspective would be the most relevant to the progress of the discussion" (p. 41). 

In returning to Diamond. Sharp, and Cry's (1978) self re\'iew" guide, the 
following items arc listed to aid in evaluating good questioning, -techniques in a 
classroom: 

Questioning Ability 

1. Asked questions to sec whai the students knew aboutthe lecture topic. 

2. Addressed questions to individual students as well astotlie group at large. 

3. Used rhetorical questions to gain student's attention. 

4. Paused after all questions to allow students time to tliink of an answer. 

5. Encouraged students to answer difficult questions by providing cues or 
rephrasing. 

6. When necessary, asked students to clarify their questions. 

7. Asked proving questions if a students answer was incomplete or superficial. 

8. Repeated answers when necessary so tlie entire class could hear. 

9. Received student questions politely and when possible enthusiastically. 

10. Refrained from answering questions when unsure of a correct response. 

11. Requested that very difficulty, time-consuming questic^ns of limited interest 
be discussed before or after class or during office hours. 

The above items taken from the self evaluation check list can also be used 
by administrative evaluators when evaluating a classroom presentation that calls 
for questioning. 



VI. SUMMARY 



Developing a "strawperson" as a guide t(i effective evaluation of instruction 
by administrators is a must. Withoirtsuch a guide, evaluation ia ices on a random, 
unstructured, ineffective look. The "strawperson" which the airthor attempted to 
pull together in this chapter provides a summary of some of the qualities and 
attributes usually given to excellent instructors. Thechapter has not been designed 
to point the reader to one set of criteria for excellence in instruction, but rather to 
point out that there are many places that quality factors for instructors can be 
found. The Harvard-Danforth Centerfor Teaching and Learning and the Center 
for Improvement of Teaching and Learning of the City Colleges of Chicago are two 
such sources. 

Both student and peer evaluation tools can be reviewed to find those 
characteristics that have been used to fmd the strongest trarts that teachers have. 
Some of these forms have been well developed by university research personnel in 
the field of faculty evaluation. They can give an administrative evaluation 
program some very effective check points to use in classroom evaluations. 

Administrators must enter the field of faculty evaluation open minded. 
While they may have been very effective faculty member utilizing specific teaching 
methodologies, they must develop an objectivity to other methods. Only by 
developing such an objectivity will they be able to properly assess other teaching 
methodologies used successfully by other faculty. 



Andrews, H. (1985). Evaluating for Excellence . 
New Forums Press, Stillwater, pp. 4-14. 
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AMERICAN FEDERATION OF TEACHERS 

LOCAL 1810 



Local 1810 of the American Federation of Teachers is the exclusive bargaining agent for 
the IVCC faculty with the Board of Trustees of District 513. The Federation is 
recognized by the Board as the bargaining agent in the following areas: salary, sick leave, 
personal leave, hospitalization and insurance, sabbatical leave, tenure, grievance 
procedure, the number of lesson preparations, class size in relation to the teaching 
situation, contact hours, and seniority in special assignments. Since it was first recognized 
by the Board in the spring of 1968, the Federation's position as bargaining agent is 
continually renewed. 

Though membership in the Federation is not mandatory, the Federation negotiates for 
the entire faculty in all areas indicated. Staff members not covered by the Board- 
Federation Agreement include: the President, Dean of Instruction, Dean of Student 
Services, Dean of Business Services, Associate Dean of Career Education, Dean of 
Continuing Education, and other non-teaching administrative personnel. The Federation 
holds meetings to handle its general affairs. Advance notice is distributed through faculty 
mailboxes. 

Local 1810 was established in the fall of 1967, the college's first full year of independent 
operation, with an eye to an orderly relationship between the Board and the faculty in 
professivjnal matters. The written agreement between the Board and the Federation 
provides a security for both the faculty and Board with respect to their mutual rights and 
obligations. The agreement is subject to review and negotiations. 

AFFffiMATIVE ACTION PROGRAM 

lilinois Valley Community College, Oglesby, Illinois, endorses and implements a policy for 
equal employment opportunity for all individuals regardless of race, color, religion, 
national origin, sex or age. Affirmative action is taken to insure that this policy is 
enforced in all phases of the College operation and its maintenance. 

In accordance with Federal Law, Illinois Valley Community College attempts to comply 
with the policy or equal employment opportunity for all its employees. Discrimination 
on the grounds of race, color, religion, national origin, sex or age in any area of the 
College is prohibited. The institution makes every attempt to comply with the guidelines 
of Federal Executive Orders #1 1246 and #1 1375. Additionally, every effort is made to 
provide a balanced representation of employees on the staff; i.e., a composition of the 
citizenry of the area served by the college. 

RESPONSIBILITY FOR THE AFFIRMATIVE ACTION PROGRAM 

In general, all coUegc.employees arc responsible for the implementation of the Affirmative 
Action Program in terms of observing and reporting problem areas.formulating goals and 
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policies, and participation in activities to improve tiie employment opportunities of women 
and minority groups. The ultimate responsibility for this policy rests with the President 
as chief executive officer of the college: however, he has assFgned tJiis responsibility to the 
Dean of Student Development, who will administertlie Affirmative Action Policy. In this 
capacity, the Dean of Student Development will receive complaits and cooperate with 
college officials to insure the complete implementation of the program. 

IMPLEMENTATION OF THE POLICY 

Discrimination against any individual at Illinois Valley Community College for the 
reasons of race, color, religion, national origin, sex or age is prohibited. In effecting this 
policy, equal employment opportunity shall be promoted in all areas of the college 
including the recruitment and admission of students. Employment selection policies will 
be reviewed on a regular basis to insure that such policies are kept current and are not 
discriminatory in any manner. Job descriptions are in effect for each employee position, 
and openings are available to members of either sex. 

No employee shall be terminated on the basis of race, color, religion, national origin, sex 
or age, unless otherwise specified by college policy. 

The college is maintained on a n on -segregated basis. Compensation and fringe benefit 
programs are administered without regard to race^ color, religion^ national origin, sex, or 
age. 

In-service training programs offered by the college are made availableio all employees on 
a non-discriminatory basis, and employees arc encouraged to updatetheir skills in college 
offered programs. 

DISSEMINATION OF THE POLICY 

The Affirmative Action Policy of Illinois Valley Community College is disseminated in the 
following manner: 

1. It is provided to all employees at all levels. 

2. It is provided to individuals involved in personnel 
employment, training, promotion, and termination. 

3. The policy is included in the in-service training provided for 
employees, 

4. The Equal Employmcni Opportunity statement is 
incorporated in the following publications and forms: 
purchase orders, leases, construction conti-acts, purchasing 
guidelines, college catalog, faculty handbook, clerical staff 
policy, and other publications where it is necessary. 
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Listings of job vacancies at Illinois Valley Community College 
include the Equal Employment Opportunity Statement. 

Personnel at Illinois Valley Community College are 
encouraged to communicate to persons and organizations 
outside the college community that the college is an Equal 
Opportunity Employer and thai discrimination is prohibited 
on the basis of race, color, religion, national origin, sex or age. 
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ILLINOIS VALLEY rOMMUNITY COLLEGE 

EVALUATION FORM FOR FACULTY, 
ASSISTANTS TO INSTRUCTION, AND COUNSELORS 



Tenured 

Non-Tenured 

Part-Time 



NAME OF PERSON EVALUATED: 



DATE: BUI! DING/ROOM NUMBER: 

CLASS, LAB, COUNSELING SESSION OBSERVED: _ 
NAME OF SUPERVISOR MAKING EVALUATION: 



1 . What evidence is there that the person is or is not prepared for this class , lab, 
or counseling activity? 



COMMENTS: 



2. Is there evidence that there is appropriate homework, class participation, 
and other expectations of the students? 

COMMENTS: 



3. Does the person use good teaching/counseling techniques and provide a 
good learning environment? 

COMMENTS: 
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4. Does the person demonstrate an adequate knowledge of the subject activity 
or skill? 



COMMENTS: 



5. Is the discussion or activity germane to the rr9Vr?g ?y||at?M?? 
COMMENTS: 



6. What evidence is there that the ^-^nrse syllabus will be completed as re- 
quired? 

COMMENTS: 



7, Does the person evaluate student progress on a regular basis? 
COMMENTS: 



8. Was sound use of testing and review techniques used where appropriate? 
COMMENTS: 
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9. Are grading standards observed to be of a level expected for college? 
COMMENTS: 



10. Does the person have a meaningful interaction with the students. 
COMMENTS: 



11 . How has the person encouraged student participation in the classi 
COMMENTS: 



12. Is the person able "to get materials across" and to answer student ques- 
tions clearly? 

COMMENTS: 



13. Does the person use appropriate audio-visual materials in the class- 
room/activity? 

COMMENTS: 
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OTHER PROFESSIONAL RESPONSIBILITIES 

Does the person maintain attendance records as required by the college 
and LC.C.B.? 

COMMENTS: 

Does the person attend and participate in faculty meetings, division 
meetings, and college committees? 

COMMENTS: 

Does the person maintain required office hours? 
COMMENTS: 

Does the person keep current on the latest developments in his/her field of 
study? 

COMMENTS: 

Does the person exhibit a positive working relationship with colleagues and 
the administration? 

COMMENTS: 

Does the person keep course syllabi, college, and state reports updated 
and completed on time. 

COMMENTS: 
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SUMMARY EVALUATION STATEMENTS AND 
RECOMMENDATIONS FOR IMPROVEMENTS 



TO BE SIGNED BY APPROPRIATE ADMINISTRATOR; ALSO BY INSTRUCTOR, 
ASSISTANT TO INSTRUCTION, OR COUNSELOR. 



DEAN OF INSTRUCTION DIVISION CHAIRPERSON 



DEAN OF STUDENT DEVELOPMENT ASSOCIATE DEAN OF 

CAREER EDUCATION 



DEAN OF CONTINUING EDUCATION INSTRUCTOR, ASSISTANT TO 

INSTRUCTION, OR COUNSELOR 



I 



61 

67 



APPENDIX B 



BOARD POLICY - EVALUATION OF FACULTY, ASSIS- 
TANTS 

TO INSTRUCTION, AND COUNSELORS: 
TENURED, NON-TENURED AND PART-TIME 

It is the policy of the Board of Trustees that all faculty of the college 
shall be evaluated by their supervisors in order to assure that quality in 
instruction, other professional duties, and in professional conduct is 
maintained. 

Procedures for evaluation will be developed and published in the 
Faculty Handbook which will be appproved by the Board of Trustees 
each time the Faculty Handbook is updated. 

Persons to be covered by the above mentioned evaluation procedures 
will be: (1) tenured faculty; (2) non-tenured faculty; (3) part-time 
faculty; (4) counselors; and (5) assistants to instruction. 

The ultimate decision as to the granting or denying of tenure or the 
dismissal of a tenured teacher rests with the Board of Trustees. The 
evaluation procedures provide a means of obtaining information from 
which to make its decision. 



TENURED EVALUATIONS 

Procedures for the Evaluation of All 
Full-Tirae Tenured Faculty, Assistants 
to Instruction, and Counselors 

It is the responsibility of the college administration to implement the 
following procedures which will provide for the evaluation of all tenured 
faculty, assistants to instruction, and counselors: 

1. The Division Chairpersons and Dean of Instruction (or his 
representative) will evaluate classes or labs of each tenured instructor 
and/or assistant to instruction in the college and complete the 
faculty evaluation form. 
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The Dean of Student Development will evaluate counseling sessions, 
career workshops, classes or seminars of tenured counselors. 

The Division Chairpersons, Dean of Instruction (or his 
representative), or Dean of Student Development (for counselors) 
will also evaluate all other aspects of the jobs to be performed by 
faculty, assistants to instruction, and counselors. The criteria that 
will be used in the evaluation process in addition to classroom or 
other formal activity (depending upon an instructor's teaching 
assignment and/or a counselor s assignments) will include where 
applicable: 

A. Advisory committee work in programs. 

B. Maintaining curriculum, course updates, and revisions. 

C. College committee work. 

D. Maintaining records as required by law, college policy, and 
administrative regulations. 

E. Maintaining scheduled office hours. 

F. Attending and participating in faculty and division meetings. 

G. Attending local, state, and regional professional meetings and/ 
or participating in other forms of professional upgrading. 

H. Maintaining proper controls on and maintenance of tools, 
equipment, and supplies under one's area of responsibility. 

I. Performing professional job-related duties as assigned by the 
administration in accordance vnth college policies and practices. 

J. Assisting in upholding and enforcing college mles and 
administrative regulations. 

K. Providing public performances and displays in such areas as 
music, speech, theatre, art, and reader's theatre. 

L. Providing students with co-cunicular activities in such areas 
as athletics, field trips, and occupationally related clubs. 
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M. Providing timely and complete reports required for D. A. V.T.E., 
I.C.C.B., North Central, Special Accreditation Associations, 
and the Board of Higher Education. 

N. Disseminating program information to area students through 
( 1) high school visitations. (2) college nights, (3) college open 
houses, and (4) invitations to high school faculty and students 
to the campus. 

O. Providing an atmosphere of cooperation with administrations. 
P. Insubordination is considered a very serious offense. 

4. A formal evaluation conference with the Division Chairperson, 
Dean of Instruction (or Dean of Student Development for counselors) 
and the faculty member will be held within a reasonable time period 
following a classroom visitation and/or evaluation filed on the other 
job performance criteria that are outlined above. The conference 
shall be an open discussion held within 1 to 5 working days 
following such evaluation. 

5. A faculty member, assistant to instruction, or counselor will be 
apprised of any defects and/or deficiencies in his/her performance 
as discovered in the formal evaluation process. The person evaluated 
will be advised to take appropriate action to remediate the defects/ 
deficiencies cited. 

6. Remedial action may be prescribed by administrator(s) to involve 
the instructor in such activities as follows: developing daily course 
outlines; publishing and disseminating daily course objectives to 
students; dissemiiiating course requirements and grading system to 
students; visiting other instructor's classes; consulting other 
professionals in the same field (on-campus or at other colleges and 
universities); course work or readings in methods of teaching, 
psychology of learning; participating in professional workshops or 
meetings; improving testing and grading practices; prov iding written 
daily objectives and methods of instruction; improving supervision 
of laboratory students and/or maintaining equipment and supplies 
(assistants to instruction); attending articulation meetings with an 
agency and/or college and university (counselors); property preparing 
an orientation talk or career decision making seminar or keeping 
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current on articulation matters with senior colleges (counselors); 
updating syllabus; attending nneetings as required; etc. 

7. All tenured faculty, assistants to instruction, and counselors will be 
formally evaluated a minimum of twice during any five year period 
following election to tenure. (Formal evaluations will be 
administered as often as is deemed necessary for those persons who 
have been found to have defects and/or deficiencies in their work, 
that needs follow-up attention). 

8. All evaluation visits will be made unannounced. (This does not 
preclude a faculty person from inviting an administrator into a class 
for an informal visitation or for administrators making an occasional 
announced visitation.) 

9. Faculty, assistants to instruction, and counselors who continue to 
display the same defects and deficiencies after several formal 
evaluations and conferences with appropriate administrators will 
be considered for more severe remediation steps. If such steps are 
deemed necessary, the appropriate Dean will recommend to the 
college president that the Board of Trustees be notified of the 
continuing defects and deficiencies in the person's work performance. 
The Dean will ask that a recommendation of a formal notice to 
remedy said defects and deficiencies be made known to the person 
by the Board of Trustees. 

10. A review of the defects and deficiencies cited by the Board of 
Trustees to the person affected will be conducted by the appropriate 
college Dean and other administrative persons involved. A written 
statement of disagreement with the evaluation may be filed by the 
person being evaluated. 

1 1 . Formal evaluation of the deficiencies will continue until such time 
as the defects and/or deficiencies are remediated to the satisfaction 
of the administrative personnel involved or until it is determined 
that a recommendation to dismiss the person involved should be 
made to the Board of Trustees. 

12. This evaluation procedure recognizes that only the Board of Trustees 
has the authority by law to dismiss a tenured faculty member for 
cause in accordance with the Community College Tenure Act of 
1980. 
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13. All written evaluations of tenured staff shall be kept on file. 



14. If a dismissal of a tenured staff member (as named in this section) 
is sought, the Board of Trustees will follow requirements in the 
Community College Tenure Act, III. Rev. Stat. Chap. 122, Paragraph 
103B-4, "Dismissal ofTenuredFacultyMemberforCause.'* Nothing 
in this policy, or other policies, shall be construed so as to abridge 
the rights of the Board of Trustees pursuant to 111. Rev. Stat. Chap. 
122, Paragraph 103B-5» "Reduction in Number of Faculty Members." 
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NON-TENURED EVALUATION 

Procedures for the Evaluation of All 
Full-Time Non-Tenured Faculty, Assistants 
to Instruction, and Counselors 

It is the responsibility of the college adi.. aistration to implement the 
following procedures which will privide for the evaluation of all full-time non- 
tenured faculty, assistants to instruction, and counselors: 

1. The Division Chairpersons, Dean of Instruction (or his 
representative) will evaluate classes or labs of each non-tenured 
instructor and/or assistant to instruction in the college. 

2. The Dean of Student Development will evaluate counseling sessions, 
career workshops, classes or seminars of nontenured counselors. 

3. The Division Chairpersons, Dean of Instruction (or his 
representative), or Dean of Student Development (for counselors) 
will also evaluate all other aspects of the jobs to be performed by 
faculty, assistants to instruction, and counselors. The criteria that 
will be used in the evaluation process in addition to classroom or 
other formal activity (depending upon an instructor's teaching 
assignment and/or a counselors assignments) will include: 

A. Advisory committee work in programs. 

B. Maintaining curriculum, course updates, and revisions. 

C. College committee work. 

D. Maintaining records as required by law, college policy, and 
administrative regulations. 

E. Maintaining scheduled office hours. 

F. Attending and participating in faculty and division meetings. 
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G. Atter Jing local, state, and regional professional meetings and/ 
or participating in other forms of professional upgrading. 

H. Maintaining proper controls on and maintenance of tools, 
equipment, and supplies under one's area of responsibility. 

I. Performing related duties as assigned by the administration in 
accordance with college policies and practices. 

J. Assisting in upholding and enforcing college rules and 
administrative regulations. 

K. Providing public performances and displays in such areas as 
music, speech, theatre, art, and readers theatre; such 
performances and displays provide the competitiveness and 
appreciation necessary for students to compete at the senior 
college level. 

L. Providing students with co-curricular activities in such areas as 
athletics, field trips, and occupationally related clubs. 

M. Providing timely and complete reports required for D. A. V.T.E., 
I.C.C.B., North Central, Special Accreditation Associations, 
and the Board of Higher Education. 

N. Disseminating program information: (1) recruitment of area 
students through high school visitations, college nights, college 
open houses, and (2) invitations to high school faculty and 
students to the campus. 

O. Providing an atmosphere of cooperation with administrations; 
insubordination is considered a very serious offense. 

4. A formal evaluation conference with the Division Chairperson, 
Deanoflnstruction(orDeanofStudentDevelopmentforcounselors) 
and the faculty member will be held within a reasonable time period 
following a classroom visitation and/or evaluation filed on the other 
job performance criteria that are outlined above. The conference 
should be held within 1 to 5 working days following such evaluation. 
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5. A faculty member, assistant to instruction, or counselor will be 
appraised of any defects and/or deficiencies in his/her performance 
as discovered in the formal evaluation process . The person evaluated 
will be advised to take appropriate action to remediate the defects/ 
deficiencies cited. 

6. Staff members hired with less than the appropriate minimum 
qualifications as outlined in the college's Minimum Qualifications 
Handbook should satisfy these requirements within a one to three 
year period as required by the supervisors and outlined to the staff 
members when hired. Failure to meet diese standards may lead to 
dismissal of the non-tenured staff member. 

7. Division Chairpersons will evaluate non-tenured staff a minimum 
of twicwe a semester during the first year of employment. 

8. Division Chairpersons will evaluate non-tenured staff a minimum 
of once a semester during the second and third years of employment 
or until tenure is conferred. 

9. The Dean of Instruction, or his representative, wil! evaluate non- 
tenured staff no less than one a year as a minimum. 

iO. Ail evaluation visits will be made anannounced to the staff member 
involved. 

i 1 . Any faculty member, assistant to instruction, or counselor who has 
been employed in the college for a period of three (3) successful 
consecutive school years whall be eligible for tenure. 
Recommendations for tenure will be made by the Division 
Chairperson in consultation with the Dean of Instruction to the 
college President. The Dean of Student Development will 
recommend tenure to the college President for counselors. 

12. The President will review recommendations for tenure and make 
his recommendation to the Board of Trustees. 

13. This evaluation procedure recognizes that only the Board of Trustees 
has the authority by law to confer tenure. 

14. The Board of Trustees may. however, at its option, extend such 
period (non-tenure) for one additional school year by giving the 
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faculty member notice not later than 60 days before the end of the 
school year or term during the shool year or term immediately 
preceding the school year or term inwhich tenure would otherwise 
be conferred. Such notice will state the corrective actions which the 
staff member should take to satisfactorily complete service 
requirements for tenure. The specific reasons for the one year 
extension shall be confidential but shall be issued to the teacher 
upon reuqest. 

15. If the implementation of the above formal evaluation system results 
in a dicision to dismiss a non-entured staff member (as named in this 
section) for the ensuing school year or term, the Board of Trustees 
shall give notice thereof to the faculty member not later than 60 days 
before the end of the school year or term. The specific reasons for 
the dismissal shall be confidential but shall be issued to the teacher 
upon request. 

16. If a decision to dismiss a non-tenured staff member is made, all 
requirements as outlined in the Community College Tenure Act, 
Section 3B-3 "Dismissal of Non-Tenured Faculty Member" will be 
followed. 




APPENDIX D 



STUDENT COURSE OUTLINES 



Each part-time faculty member is required to prepare 
a semester outline to show how he or she is going to 
present the course. The "student course outline" should 
be passed out to each student the first meeting of each 
class. It needs to include ( 1) the course title, (2) instructor 
name, (3) how to get in touch with the instructor (4) 
grading plan, (5) week-by-week or day-by-day objectives 
and reading assignments, (6) attendance policy (be 
specific), (7) test dates, (8) any other material that assists 
the student to understand the course and its requirements, 
(9) and. General Education statement. Two copies need 
to also be submitted to the division chairperson (one is 
sent to the dean of instruction's office) prior to or during 
the first week of classes. Five sample student course 



outlines are attached. 
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Course Description 

• To introduca students to analysiB and description of human behavior 
with special references to learning memory perception, motivation, 
emotions, personality, and adjustment. Emphasis is placed on 
psychological prlncq)l6S as they relate to da^ life. 

Issis 

• There will be 6 tests. The first four wHl be worth 100 points each. The 
fifth test will be a non*compith«nsive final worth ISO points. All tests 
will be multiple choice, matching, 9 short answer/essay. Homework and 
study guides will be worth a total of 60 points. 

Grading Scale 

Total Points Available for Semester 600 

85S-600 92-100%=A 

492-881 82-91% =B 

420491 70-81% =0 

360-419 60-69% =D 

0-389 89-0% 

CLASS POLICIES: 

" Hikd Up Testft If you must miss a test, contact me prior to class and 
arrange a time for a make up test. Make up tests wiU usually be taken 

Jirior to the class session immediately following the missed test. If you 
ill to contact mt rea]^i2i| i misstd tMt 

class stsslon immodiataly zoUowlng tht tait, yon will bt droppod from 
the dais* Make up tests for the final exam will only be given under 
txtraordlnaty drcnntitaiKria. 

• iMignrntntsi All students are enected to be prepared for class and to 
particb)ate in dass discussions. A brief and easily completed study guide 
for each chapter will be handed out. You are expected to have read the 
assigned chapters and to have completed the study guides prior to the 
start of the dass period during which they wHl be covered. (Study Guides 
do not need to be completed on test days.; If a student is on the 
borderline for a semester grade, class partic^ation and grade trend will 
be considered. 

• Siiraptlons: Any student disrupting class wHl be asked to leave. 
Continuing problems will result in tne student's name being turned into 
the IVCC for dis(^linary actions. 

• Cheating: Any student caught cheating will be dioppod from tho class 
with an F and will have their name turned into IVCG for disciplinary 
actions. 

" Study Goidest Study Guides will be collected on nights that there are 
not tests. Each night Study Quides are collected they wfll be worth ten 
points. Five Study Guides scores will be applied to your semster grade for 
a total of a possible fifty points. There are eight possible nights to turn in 
Study Guides, so that you can miss turning them in three times and not 
be penalized. Btudj Qoldii will only bt acctptod tht night on which thqr 
art dat and ran moft torn thtm in ptisonaUyi and staffer tht fall data 
ptriod in ordtr to rtotivt extdit 



Psychology 
100 

Syllabus 



Instructor: 

Pam Mamer 

Home Phone: 

672-6168 

Between 
8:30am & 8:00pm 



Text: 

Introduction to 
Psychology 

By: Dennis Coon 

5th Edition, 1989 

West Publishing 
Co. 

5y "s-^ 
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SEST COPY AVAILABLE 





Class Schedule 




Januarv 25 


Introduction, 






Ch.l Psychology & Psychologists 




February 1 


Ch.8 Research Methods 






Ch.3 Brain, Biology 6? Behaviors 




February 8 


Test Chapters. 1,8 & 3 






Ch.4 Sensation & Reality 




February 15 Ch.6 Perceiving the World 




February 22 Ch.6 States of Consciousness 




March 1 


Caamir Pulaski Day- NO CLASS 


> 


March 8 


Test Chapters 4, 5 & 6 






Ch.7 Conditioning & Learning I 




March 15 


Spring Break-NO CLASS 




March 22 


Ch. 8 Conditioning ^ Learning n 




March 29 


Ch.9 Memory 






Ch.10 Cognition 




Aprils 


TestCh. 7, 8,9&10 






Ch.ll Motivation 






Ch.18 Emotion 




April 12 


Ch.16 Dimensions of Personality 






Ch.l7 Theories of Personality 




. April 19 


Test Ch. 11,18,16 & 17 






Ch. 19 Maladaptive Behavior 




April 26 


Ch. 80 Major Mental Disorders 






Ch. 81 Insight Therapy 




Mays 


Ch.88 Behavior Therapy 






Ch. 88 Sexuality & Gender 




May 11 


Final Chapters 19, 80, 81, 88 & 88 ' 









Psychology 
100 

Class 
Schedule 

Spring 
Semester 
1993 
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ECONOMICS 203 - PRINCIPLES OF MACROECONOMICS 

Mr. Komarek, Office B323, Telephone 224.2720 x393 . 

Office Hours: MWF: 8:30-9:00 and 10:00-10:50 and 2:00-2:30 
TR: 8:00-8:50 and 9:00- 9:30 and 1 2 : 30-1 : 00 

TEXT: Boyes and Melvin Economics (1991) 



Grading 

1 comprehensive final exam 
5 hourly exams @ 100 pts each 
25 assignments @ 20pts each 

unannounced quizzes approx. 



200 points 
500 points 
500 points 
200 points 



1400 points possible 



90* and above assures an A 
80%-90% assures a B 
lQ%-60% assures a C 



60%-10% assures a D 

60% or below assures an F 



Students are expected to attend class and to be aware of all information 
in the IVCC CATALOG. There will be no make-up quizzes. If an 
assignment is late, a penalty of 20% per day will be assessed. 
Make-up exams will be given only in rare circumstances. The 
student must contact the instructor before the original exam 
date to discuss the possibility of taking a make-up exam. 

"Cheating is considered a very serious offense in this course. 
Any student caught cheating will be failed for the course and 
withdrawn imnediately from the course. In addition, the student 
will be referred to the Dean of Student Development for review 
and possible further action up to potential suspension from the 
college." 

TENTATIVE SCHEDULE 



Jan 6- 8 ch 1 
11-12 ch 2 
13-15 ch 3 

20-21 EXAM ONE ch 1-3 
22-26 ch 4 
27-29 ch 5 
Feb 1- 3 ch 6 
4- 8 ch 7 

10-11 EXftM TWO ch 4-7 

12 LINCOLN'S BIRTH. ANN. 
15-16 ch 8 
17-19 ch 9 
22-24 ch 10 
25-Mar 2 ch 11 
Mar 4- 5 EXAM THREE ch 8-11 
8- 9 ch 12 



Apr 



Mar 10-11 ch 13 

12-19 .SPRINS BREAK 
22-24 ch 14 

25- 29 ch 15 
30-Apr 2 ch 16 

6- 7 EXAM FOUR ch 12-16 
8-13 ch 17 

9 GOOD FRIDAY 
14-16 ch 18 
19-21 ch 19 
22-23 ch .36 .. 

26- 27 ch 37 

28-29 EXAM FIVE ch 17,18,19, j6, 37 
30-May 3 ch 38 
4- 5 ch 39 
6-11 FINAL EXAMS 



May 
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Spring, im 

DiyiALon (?/ Social Jccence and fublia Se,/ivLce,A 



VaUKU Andt^KAon CaivML, fll.S.U.^ Q^/cce //oufiA: 

afte^n, claAA 

oti appoiritme.nt 

Ke,^uiiLt,d Text: 

Coon, De^nniA (l<}8<}). IniKoduction to pAt^ckoloat^: &Kplotiation 
and application - Fifith edition. St. faul, Mi ^eAt 
fabliAhin^ Company. 

Additional neadin^A may, alAo be aAAig^ned in claAA at the 
diAc/ietion o^ the inAtnucto/i. 



futtpoAel 

To intnoduce AtadentA to the analyAiA and deAc/iiption oi 
human behaviofi with Apecial fie^efience to lea/inina, 
memo/iu perception, motivation, emotionA, peiiAonalitu, 
and ad^UAtment. LmphaAiA iA placed on pAycholo^ical 
p/iincipleA aA they tielate to daily lifie. 



CouKAe 06fe.ciL¥eJL: 

1 . To help the Atudent g.ain an ove/iall view o^ 
contempo/ia/iy pAycholoyy* 

2. To have the Atudent become awa/ie o^ pAycholoyy^A 
nelevance to human behaviofi. 

J. To encou/iag^e the application o^ pAucholo^ical 
pnincipleA to oihe/i ^ieldA Atudy. 
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Foufi pnobe^A will 6e ^iuen at AcAeclule^cl ini^iivalA which 
cove.fl tie^adin^A, leciu/ie mate/iiaJ.A, cIuaa diAcaAAioaA^ 
and aA-AL^nm^ntA ^nom the, cou/iAe, 

2. Topical Papt.iL 

Hou will wfiite. a pape/i on pAj^choiog^y, in which tjou may, 
exp^o/ie a Ainy^ie, iAAue on inte/teAt. I hiA pape/i muAt 6e; 

a) fl}inimum o^ one, and maKimum of, thne^e. pay,eA in le,n^th 

b) Include, youn. name, and Aociai Aecunity num6e/i 

cJ Typed on bond pape/i ( youn choice, of colon! - no 

onion Akin) 
d) Double. Apace.d 

e.) Staple.d in the. upp^^/t le.ft hand conne.ii 

f) (i/iammati, Ape.lling., and clanity of e.Kpn.e.AAion 

will be. facto ne.d in. ^ 
Failune. to compla with two of the.Ae. ne.<j^uine.me.ntA will 
ne.Ault in a y^nade. no hiyhun than a "C" fon thiA aAAi^nme.nt . 
A pape/t de.ficient in mo/te. than two of the.Ae. yuide.line.A will 
ne.ce.ive. no cne.dit (FJ. Pape.nA muAt be. Aubmitted on the 
due date on be Aub^ect to one letten ynade. lowen fan each 
claAA AeAAion it iA late. ThiA papen will be diACUAAed in 
detail laten in the AzmeAten. 

J. ClaAA AtttJidance. 

StudentA ane expected to be pneAent fon all counAe 

lectuneA, activ itieA, and diACUAAionA. 

Thene will be no make-up on miAAed in claAA " pAycho- 

lotto'' dnawinoA. No make-up pnobeA will be penmitted 

unleAA a Atuaent haA made advance annanyetnentA wi th the 

inAtnucton. 

k. HeadLny. 

All aAAiy,ned neadinyA Ahould be completed pnion to the 
claAA AeAALon in which they will be diACUAAed. 

(jKading.: 

StudentA will be ynaded accondiny to the Akill level 
demonAtnated on the following: 

pnobeA, ''pAycho lotto/' topical papen, claAA panticipation, 
and aAAiynmentA.^ Letten ynadeA will be eanaed aA followA- 
A , B , C , D , on t . 
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VSy 100 
Tue^dasf and ThuKAdaif 
2:00 p,m.' 3*f5 

DAT&: *TO?IC: ^ ^, c . , , 

//O7 CoufiAe. ove^fiv ie.w: Te^ntative, LlaAA jcne^cluZe. ana 

Cau/iAe equ i /iejne,ntA 

1/12 Intfioduciion to Pa^cAoZo^^ and ?A(fckolo^iAtA 
CAapte./i I 

I / Ik K^A^atich (^nthod^ in ?A^choio^i^ CAapte./i 2 

l/l^ Be^havion. and the. B/ia',n — CAapte./i 3 

1/21 Se^nAon^ S^Atejn — Chapte.fi k 

1/26 Se^nAo/t^ 5^Ate.m continue^d Chapte./i k 

f/28 Pe/icp 'ion — Chapte^n. 5 " fie^view and Summa/i^ 

2/02 — Chapt^fiA /-5 

2/Ok State^A o^ ConAciouAne^AA — Chupte.fi 6 

2/0^ 5tate.A o^ ConAciouAne.AA continue^d Chapte.fi 6 

2/11 Le.afining. — Chapte.fi 7 

2//6 Co^nizion and Conditioning ?fiinciple.A Chapte.fi 8 

2//S ^ejaofi^ and Lang.uag.e. — Chapte.fi 9 

2/23 In the. Libfiafiy., Atte.ndin^ a fiaif, ofi At the. fllovie.A/ 
Dfie.atn Colle.ction Data Be.^inA 

2/25 In the. Libiian^, Atte.nding. a P^a^, ofi At the. flIouieA 

Conclude.A! Dfie^am Coiie.ation Data Continue.A ... 

3/02 Lan^ua^e and Cfie.ative. Thinking — Chapte.fi 10 

3/Ok fWBt Chapte.KA 6-10 

3/09 fliotivation Chapte.fi II 

3/11 LmotionA and He.alth Chapte.fi 12 

3/16 SniNQ Bf(iAK 

3/ IS 5niN(i 3n6AK 
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Te^ntative. CiaAA Schedule 



3/23 


StiieAA and Coping, Chapten 13 


3/25 


St/ie.JiA and Coping, continueA Chapten 13 


3/30 


fenAonaiity, — Chapte/i l6 




fenAonaiity, continues — Chapte/i l6 


k/06 


nOBt " ChapienA 11-13)16 


U/08 


(Maladaptive Behav ioriA Chapten 




Plaladaptive Behav iofiA. continues Chapten 1^ and/ 
fnoxemicA Data Qaihening, 


V/5 


Pia^Ofi fllenial DiAondenA CAapten, 20 


k/20 


Plaj.ofi fliental D i^ofidenA continueA CAapte/i 20 


U/22 


Social Pa^cAoIo^^ Chapter 23 


^/27 


Social pA^cAolog^jf — CAapten, 24 


^/29 


P/ioxemicA Data — Social fAj^cAolog^y, - 
Sexuality — CAapte/t 25 


5/OU 


Sexuality. continueA CAapte/i 25 
fAt^cAo Socio! 


5/06 


FINAL nOBt 



*otAen. topicA. will be. covc/ied and the. Ache.duie. an.n.an.g.e.d 
aA. tine. pe.n.mLtA. 
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U TH& LIBKAKy. AJimiHQ THt JHtAJKL, OH AT THL PlOVI£S/ 



TAe bookA we, n^ad, movLeA we. watch, pia^A we. Aee, and vide,oA 
we, fient may. have, an impact upon outi outlook o^ human 
behavio/i. It La eAAe,ntiai while. Atudying. a 100 ie,vel 
pAychoiog^y. cou/iAe that we 6e,ain to diAcniminate whe^ne 
Acience, e,ndA and hoiiywood oe^ginA." Aa pa/it of. oufi 
continuing ctiiticai analyAiA of human 6ehavio/i we will be 
Ae^lectin^ one popula/i novel, plcLy movie, to /ie,ad on vie,w, 
ThiA nove^lf pl^yy o/i movie muAt pontnay a majon me,ntal 
diAo/ide,/i ofi an aApect of, human be,havio/t we, have, o/i will be, 
cove,/iiny, in thiA cou/iAe. Analyse, and c/iitique, the nove,l, 
play on movie, uAin^ the, following aA youti guide.: 

/. Summanige, the, nove,l, play, on movie.. 

2. U/hat iA ( ane,) the majon me,ntal diAonde,n( a) of the 
ce.ntnal chanacten? 

3> Ane. the,ne, any Ae,condany diAonde.nA? 

What iA the, ne,action of the, othe,n chanacte.nA to the, 
diAonde.n( a)? 

5. Do the. Aupponting chanacte,nA contnibute. to the, 
diAonde.n( a)? Suppont youn anAwe.n. 

6. Ia the, de,piction of the diAonde.n a ne,aliAtic pontnayal 
baAe.d upon oun te.Ktbook? 

Suppont youn anAwe,n. 

7 . To what e,Kte,nt doe,A Acie.nce e.ad and " hollywood" be.yin? 
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lde.aA. . . 
&e.iny The,ne, 
Hanve,y 

The, Plan U/ith the, (}olde,n Anm 
AnAe,nic and Old Lace, 
Snake. Pit 
pAycho 

One, Fle.w Ove.n the, CuckooA Ne.At. 



Jhe.ne. ane. limitle,AA poAAib ilitie,A fon bookA, plauA on 
vide,oA/ Ple,aAe, have, youn Ae.le.ction appnove.d at le,aAt by 
midtcnm/ 



J091CAL VATLK CHLCKLISI 

[Minimum of on^ pa^e f excluding coven A/ieei and 
b ibiio^fiaph^ Ll utilised) 

(tlaKimum of tkfie.^ pag.e,A f eKcludin^ cove.fi Ahzzi and 
'6 iblio^naph^ if utili^edJ 

Mame 

Social Se,cunit^ Numbe.fi 
Bond Pape/i 
J^ped 

J)oubie. Spaced 

Stapled in the Uppefi Left Hand Coanefi 
_Q ftammafi 
jS pelling. 

Clarity, of &KpfieAAion 

* 

Jl fieativ iitf 

J) ni^inality, of Thought 
JiefenenceA ( if utilised) 
_B ibliog^ftaphy ( if utilised) 



The thou^htA and ideaA conta 
oai^inal to the unde/iAi^ned , 
have not g.iven o/i tolenaied 



ined in thiA topical pacefi afie 
unleAA othetiwiAe noted, and I 
oihe/tA ' uAe. 



I' " z c 

ame. - - 
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Name 



COURSE OUTLINE 

STEERING & SUSPENSION SYSTEMS ATO 126 

4 CREDITS SPRING 1993 

Instructor 



Dan O'Connor 

121 Automotive Building 

224-2720 ext. 219 



Office Hours 



M 


10:00 - 


10: 30 


3:30 - 


4:30 


Tu 


8:30 - 


10:00 


3:00 - 


3 :30 


W 


8:30 - 


11 : 30 






Th 


8:30 - 


9:00 


11:00 - 


11 : 30 


F 


4:00 - 


5:00 







Class Meets 



M 
M 



8:00 
10:30 



9:50 
3 :30 



Classroom 
Lab 1 



F 



11:00 - 4:00 Lab 2 



Course Purpose 

To familiarize the student with the fundamentals of 
automotive systems. Diagnostic procedures, component 
servicing, and maintenance are emphasized in the classroom 
and live lab. Some of the equipment used in lab are the 
Bear TAG 4 computer alignment machine, the Hunter Lite-A- 
Line alignment machine, Bear computer wheel balancer, Mc 
Pherson strut tool, and other items. The main emphasis will 
be on properly aligning a car and getting acquainted with 
the four wheel alignment machine. 

Required Text 

Thomas W, Birch. Automotive Suspension and Steeriug 
Systvjms. ATS, 1987. 



Required Supplies 

1. Notebook 2. Folder 3. Safety Glasses 

4. Highlighter 5. Tools 6. Coveralls 

Grading 



Your final grade will be computed from 50% of the classroom 
assignments, 35% of the lab assignments, and 15% from the 
instructor's subjective evaluation. 



I ATTENDANCE IS REQUIRED FOR CLASSROOM AND LAB SESSIONS. 
^ - 81 
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* Cheating Policy * 

* * 

* Students caught cheating in the classroom or L-ab * 

* sessions will receive an "F" grade on the "test, * 

* paper, lab objective, or project in question. * 

* * 



IZ 



classroom 50% 










Points 


X 


1 . 


Current Events 




30 


8 


2. 


Quizzes* 




80 


22 


3. 


Homework* 




100 


28 


4. 


Final Exam 




150 


42 




(Comprehensive - 


May use 


360 


100 




one 8 1/2" X 11" 


cheat 








sheet, one side 


only) 







*2A. There will be four announced quizzes. There will be a 
quiz after each major discuss ion/ chapter discussed . 
Each quiz is worth 20 points and there will be either 
ten or twenty essay questions. There will be no Mid- 
term Exam given in this class. Make- up quizzes must 
be done within one week of your absence during the 
instructor's office hours. If not, zero points will 
be marked down for your score. 

1. Quiz #1 = 

2. Quiz #2 = 

3. Quiz #3 = 

4. Quiz #4 = 
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*3A. Since the questions in the book have the answers in 
the back of the book, they will not be assigned. 
Therefore, Nineteen Chapter Sumaaries will be assigned 
and due dates will be given throughout the semester 
by the instructor. 

Each summary should have the following information: 
•at least two pages in length/chapter 
-define new terms and systems 
-major points of each chapter 

-only write on one side of your paper in ink! 
Each summary is worth 5.263 points. They may not be 
turned in late! I will keep track in my grade book. 

8G 
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Chapter 




16 


ii n 9 — 4. ^ 1 


1 7 


^ U 6 t 1 o 


1 o 




1 


1-25 


5 


1 1 4.-1 27 


b 


1 2ft-1 *>7 




9fi-S 1 

^ LP *j i>. 


o 
o 


52-66 


4 


66-113 


19 


534-566 


7 


158-181 


8 


182-201 


14 


338-369 


9 


202-219 


10 


220-245 


11 


246-267 


12 


268-303 


13 


304-337 


15 


370-401 



Due Date 



B. Lab 35X 



□ 



!• 252 points for 11 assigned lab objectives. 



ATO 126 Lab Objectives 

Objective Description Jobi Pa&el P^^"^^ 

1. Repack wheel bearings 1 24 20 

2. Riding height measurement 2 143 10 

3. Ball joint inspection 3 101 10 



4» Pre-alignment inspection 
un 2 different cars 

5. Remove t replace a Rack k 
Pinion unit from a vehicle 



O 7. Rack k Pinion overhaul 

ERIC 8^3^ 



315 20 



35 



6. Steering gear overhaul 6 255 25 



25 



-4- 

8. One alignment 8 35 

= shim pack, eccentric, or sLot"beci 

S. Tire machine — 2 tires 9 20 

10. Computer balance — 2 tires 10 20 

11. Change 2 Mc Pherson struts 11 32 

252 



C. Subjective Evaluation (15%) For Classroom k Labi 




1. Worth 108 points based on the following: 

a. tardiness to lecture and lab sessions 

b. attendance in classroom and lab sessions 

c. working on your car(s) and customer cars that 
are scheduled for live work 

d. work attitude 

e . initiative 

f . contributes to class discussion 

g. cooperation 

h. practices safety 

i. follows directions 
j. cleans up shop 

k • accepts cr it ic ism 



Final Grade 



Points 

1. Classroom 360 

2. Lab 252 

3. Subjective Evaluation 108 

720 



89. 


5 ~ 


lOOX 


or 


644-720=A 


79. 


5 - 


89. 4X 


or 


572-643=B 


69. 


5 - 


79. 4X 


or 


500-571-C 


59. 


5 - 


69. 4X 


or 


428-499=D 


59. 


4% 




or 


498 = F 
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Mark your calendar for these dates • 



January 18 No Class 

February 12 College Closed (Lincoln's B-<iay) 

March 12 College Closed 

March 15-19 College Closed (Spring Break) 

April 9 College Closed (Good Friday) 

April 29 Current Events Due 

May 3 Li^b Objectives Due 

j^ay 10 Final Exam, Last For This Class 



WELCOME TO STEERING AND SUSPENSION ATO 126 

GOOD LUCK! 




ENGLISH 101 — TTh 



Robert Howard 



3pring '93 offir^ "711^- 



B-220 

224-2720, x328 



NfWF 
TTh 



11 :00--l :00 
9:00--9: 30 

1 1 :00--12:30 
6:00--6: 30 



W 



REQUIRED TEXTS 

Proffitt: Reading and Writing About Literature 

Dethloff and Lynch: IVCC Style Book 

Rhoades: Student Handbook for Norton Textra Writer 

REQUIRED SOFTWARE 

Norton Textra Writer 



English Composition I is designed to study and apply 
rhetorical principles of writing in developing effective 
sentences, paragraphs, and essays, with particular emphasis on 
analyzing and writing expository prose. 

Students' essays will be based on their readings of prose 
nonfiction and short fiction. 



FREE WRI T I NG — NOTEBOOK ENTRIES ; open subject; approximately ten 
lines in length; one due at the end of each week. 

MAJOR ESSAYS ; Eight (8) expository and argumentative essay- 
length assignments; inventions six (6); revisions 
two ( 2 ) . 

POP QUIZZES; at the discretion of the instructor. 



COURSE OBJECTIVES 



REQUIRED COURSE WORK 
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ATTENDANCE 



The student is expected to be present and to participate in class 
discussions and activities • Unexcused absences beyond the 
equivalent of one week's classes will result in a potential drop 
from the course. If you notify me in advance that you need to be 
absent, you may make up and/ or submit the assignment for full 
credit. 



GRADING lUBQUXREMENTS 



ALL ASSIGNMENTS ARE DUE ON THE DATES INDICATJED. Unexcused late 
papers will be docked one full letter grade^ for each class 
meeting they are late. PAPERS MORE THAN A WEEK LATE WILL BECOME 
A ZERO. 

ANY THREE ZEROS WILL RESULT IN A FAILING GRADE FOR THE COURSE. 

Any handvnritten papers mu«t bm written in black or blue ink. 
Papers in pencil will not be accepted. They will be returned 
and considered late until properly submitted. 

By the end of the fi^rst aionthj^ all papers will be done on the 
Norton Textra Writer. 



CLASSROOM BEHAVIOR 



This section should not be necessary at the college level, but 
there have been increasing complaints about juvenile behavior in 
the classroom. Here are my basic groundrules: 

You r;re expected to be on time and ready to work when the class 
begins. An occasional late arrival (especially in inclement 
weather) will be accepted. I would rather you be there for part 
of the class than miss it all. Consistent late arrivals will 
lead to a reprimand and suggested remediation. 

I work on the presumption that you are all here to learn. Save 
your socializing for outside the classroom. If your behavior in 
class ever becomes disruptive in any way, I will ask you to 
leave, and you will go ! 
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ENGLISH 101 COURSE SCHEDULE 
1/7 Introduction to Course and Text 

1/12 Discuss first paragraph and marking symbols 

Set up Essay 1 
l/i4 Reading and Writing PP- ^"28 



1/19 
1/21 


Section 5: The Essay 
Grouping by Analogy 
Cent . ; ESSAY 1 DUE 


pp. 
p. 


862-895 
1007 


1/26 
1/28 


Introduction to Norton Textra Writer 
Grouping by Definition 


p. 


1008 


2/2 
2/4 


Grouping by Chronology 
Grouping by Exemplification 
REV. ESSAY 1 


p. 
p. 


1008 
1009 


2/9 
2/11 


Grouping by Metaphor 

Grouping by Narration/Narrator 


p. 
p. 


lop^' 


2/16 
2/18 


Grouping by Title (vis-a-vis Thesis) 
Cont . ; ESSAY 3 DUE 


p. 


1011 


2/23 
2/25 


What Fiction Is 
Chapt. 2: Theme 


pp. 
pp. 


30-42 

pp. 4J-07 


3/2 
3/4 


Cont . 

Cont . ; ESSAY 4 DUE 






3/9 
3/11 


Chapt. 3: Plot and Situation 
Cont . 


pp. 


68-97 


3/23 
3/25 


Chapt. 4: Characterization 
Cont . ; ESSAY 5 DUE 


pp. 


98-120 


3/30 
4/1 


Chapt. 5: Narration 4 Point of View 
Cont . 


pp. 


121-149 


4/6 
4/8 


Chapt. 6: Mood, Irony and Style 
Cont . ; ESSAY 6 DUE 


pp. 


150-178 


4/13 
4/15 


Chapt. 7: Setting and Symbolism 
Cont . 


pp. 


179-207 


4/20 
4/22 


Pulling It All Together 
Cont. ; REV. ESSAY 6 


pp. 


208-214 


4/27 
4/29 


Cont . 
ESSAY 8: IN-CLASS 






5/4 


Return and discuss Final Essay 
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APPENDIX E 



FACULTY COURSE APPROVAL FORM 

This form is to be approved by the Division Chairperson and forwarded 
to the Dean of Instruction for final approval. 

I wish to take the foliowingcourse work wiJh the understanding that the 
: semester hours of credit earned by completing these courses wili apply 
: te^^ the ll!i«ois Wley Community Cottege 



COURSES PROPOSED 



* (Check one) 



NAME OF COURSE 


COLLEGE 


INSTRUCTOR 


SEMESTER 
CREDIT 
HOURS 


SUBJECT 


RELATED 
































































TOTAL HOURS 







* Instructors are to indicate in which area the credits will apply. 
Description of content of course(s): 



Length of time in weeks/days: 

Beginning Date: Ending; 

Does this work give you credit towards a graduate degree' 

° •' YES NO 

Requested bv : AcpEQvala: 

Intuvcior '^Dm Division Cluiiperson ^»ie 



Dean of Inuruction ^^^^ 
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APPENDIX F 




ILLINOIS VALLEY 
COMMUNITY COLLEGE 



SUMMER SCHOOL REQUEST FOR TEACHING 
(FULL-TIME FACULTY) 



TO: 



Division Chairperson 
FROM: 



Instructor 



DATE:, 



I I I want to teach this summer if classes are available. 

COURSES PREFERRED : 1 

2 

I 1 I QQ NOT want to teach this summer. 

I I Number of teaching hours desired. 



Instructor's Signature Date 
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APPENDIX G 



ILLINOIS VALLEY COMMUNITY COLLEGE 
Oglesby, Illinois 

APPLtCATiON FOR TRAVEL 

at institutional expense. 



Purpose of Trip? 
Place 



Date 



Name , 
SS# 



Date or 
.Dates _ 



ADVANCE REQUESTED _YES. 



NO BY _ 



CHECK NO. 



DATE. 



Qtte Amount 
DIspofiHon of Class«s 



OATH 




DISPOSITION (Giv« D«rtils) 



Mode of Travel: (Receipts needed for all expenditures) 

Train/Buf/Air Fare or Rental Cost (car/bus) (plaasa drda ont) 



ESTIMATED COST OF TRIP: 

i 



Automobile: Est. 



.Actual 



mi 



les (g per mile 



Lodging: (Receipts must be attached) 
Hotel 



Other 

Meals (Itemized) (Receipts must be attach :d) 
Date Breakfast Lunch 



Dinner 



Miscellaneous Expenses: (Itemize in detail by day/type/receipt) 



(Signed) , 



Total 
Cost 



ESK 



Approved for Approximately $ 



Chairparson 



DATE 



Omii 



DATE 



ERLC 



Prtfidaot 



DATE 



Acct. No. . 
Acct. No. , 



Itemized Expenses: 



Actual 
$ 



Check No.. 



EXPENSE ACCOUNT 

For $ 

For $ 

Date 



DATE 
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Omu or PrMMtAt 



DATE 



APPENDIX H 



ILLINOIS VALLEY 
COMMUNITY COLLEGE 



CHANGING OR ADDING 
HARDBOUND TEXTBOOKS 



Textbooks are ad^>pted by dcpite»n^^^^ 
: by the Dean of Instraction; Textbw 

• seawster prior to the time of ihtended use.^ be 
' obtained from the Bivisibn Cbairpers^ 



Procedure for Changing Textbooks or Adding New Textbooks 



This report is to be filed with the Oem of instruction. Attach 
separate evaluation fronat each member of Ihe departments One copy 
Witt be tetorned jp the IHvisi<« OiaifiHan a«<i the iasfn^aor initiating 
the request, after approval; ''^ 

1. Title of course - Course No 

Title of text now being used _ 

Author Publisher 

Edition Year Adopted 

2. Reason for change: 




FFFECTIVE DATE : I I 

Semester/Term 

3. List other textbooks examined in the field under consideration: 
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(OVER) 



4. Title of textbook recommended: 



Author Edition 



Publisher List Price n « 

# of Copies 

I.S.B.N. # Needed^ 



(International Standard Book Number) 

5. Please list definite statements showing that the book recommended fullfils 
the needs of the course offered. 



ERLC 



Recommended bv: 

/ 


Instructor 


Date 


Approved bv: 




Division Chaiipersbn 


Date 

-U 


Dean of Initniction 


Due 
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ILLINOIS VALLEY 
COMMUNITY COLLEGE 



CHANGING OR ADDING 
PAPERBACK TEXTBOOKS 



IBSy & Dean of Instruction, Textbook ctwnges staid beprepaired one 
semester pnor to tlwtitiie of intended tise. The Mowing fojm may be 
obtained from the Division Chakpcfson. 



prnrpHnrP for Changiny Texthook ^^ nr Adding New Textbooks 

^^^niis report i^!tff.bei5Ied with the Dean of Jnstnictioii. Attach 
S^g^ateWaIuari<»^Jfifbin:cacb:inento One copy 

^^pferettimed to^e.I»Vi^at^att atdtheH^^ 
jSifequest, after appmval*:^• ■ 

1. Title of course Course No 

Title of text now being uze^ — 

Author Publisher^ 

Edition Year Adopted __ 

2. Reason for change: 



FFFFCTTVEDATE:! I 

Semester/Term 

3. List odier textbooks examined in the field under consideration: 




(OVER) 



4. Title of textbook recommended: . 



Author Edition 



Publisher List Price u cr> ■ 

# of Copies 

I.S.B.N. Needed^ 



(International Standard Book Number) 

5. Please list definite statements showing that the book recommended fullfils 
the needs of the course offered. 



Recommended bv: 

/ 


Instmctor 


Date 


Approved bv: 


—I 


Divisicn Cl^rperson 


Date 

-J- 


Dean of Insmjction 


Dale 




APPENDIX I 



ILLINOIS VALLEY 
COMMUNITY COLLEGE 



INDIVIDUAL FACULTY COMPETENCIES AND 
QUALIFICATIONS 

This is to certify that. . 

is competent to teach the following Division of 

courses currently offered by Illinois Valley Community College: 




This competency has been mutually agreed upon and reflects academic 
preparatibn and successful teaching in these areas. 

, is also academically 

prepared to teach the following courses: 



However, certification is withheld pending successful teaching of 
these courses at the college level. 

Approval Requested: /. 

Approved: 
Approved: 



Instructor 


Date 

u 


Chairperson 


Date 


Division of 


J 


Dean of Instruction 


Date 



FOR PERSONNEL FILE 
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ILLINOIS VALLEY 
COMMUNITY COLLEGE 



APPROVAL FOR NEW COMPETENCIESAND/OR 
ADDITIONAL QUALIFICATIONS FOR FACULTY 



DATE:. 



NAME:. 



Competency Requested for Approval [Course(s)]:. 



-or- 



Qualification Requested for Approval [Course(s)]: 



List activities and/or educational achievements that support this request: 



Approval Requested: 
Approved: 
Approved: 



Instructor 


Date 

J. 


Chairperson 


Date 


Division of 


J 


Dean of Instruction 


Date 



UPDATED FORM DUE BY: 
OCTOBER 1 (FALL) OR 
APRIL 15 (SPRING) 
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APPENDIX J 



ILLINOIS VALLEY COMIMUNITY COLLEGE 

Report of Absence of Instructor from Class 

NAME , DATE_ 

Reason for Absence (check one): 

Sick (reason) . 

Personal ^ 

Authorized 

Bereavement ^_ 

Dates Absent: 

Disposition of Classes 



Further Explanation (if needed) 



Approved: ^ . 

Director 

Division Chairman 
Dean of Instruction 

t /»4 



TELEPHONE DIRECTORY 
KEY TELEPHONE NUMBERS FOR FACULTY TO USE 
l.V.C.C. Main Number {815)224-2720 



Dean of Instruction (Hans Andrews) Ext. 406 

Associate Dean of Instruction for Career Programs (John Allen) Ext. 409 

Dean of Continuing Education (James Kafka) Ext. 426 

Dean of Student Development (Josepli Zelenski) Ext. 434 

DIVISION CHAIRPERSONS 

1. Business and Engineering (Linda Knight) Ext. 483 

2. Humanities and Fine Arts (Samuel Rogal) Ext. 491 

Home: 224-1920 

3. Life and Physical Sciences (Louis Borio) Ext. 482 

Home: 224-1126 

4. Social Sciences and Public Service (John Erwin) Ext. 489 

Home: 872-1851 

DEPARTMENTS 

I. Nursing (Carole Caresio Haas) Ext. 481 

SUPPORT OFFICES 

1. Admissions and Records (Robert Marshall) Ext. 437 

2. Audio-Visual (Ed Anderson) Ext. 463 

3. Bookstore (Marie Rentz) Ext. 31 1 

4. Business Services (Frank Zeller) Ext. 415 

5. Business and Industrial Services (Jamie Bednar) Ext. 428 

6. Continuing Education (James Kafka) Ext. -425 

7. Copy Center (Sandy Kosciewicz) Ext. 313 

8. Counseling Center Ext. 360 

9. Job Placement (John Marzetta) Ext. 214 

10. Library (Evelyn Moyle) Ext. 397 

II. Reading/Writing/Study Skills Lab (Marianne Dzik) Ext. 433 

12. Retention and Recruitment Services (Kelly Conrad) Ext. 484 

13. Safety Services (Ken Sangston) Ext. 314 

14. Student Services (.loseph Zelenski^ Ext. 434 

15. Tutoring (Vickey O'Neal Woodward) Ext. 479 



ERIC 



105 



